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YOU SECRETARIES HAVE CHOSEN 






7,000,000 Underwoods! Yes, seven million office-size Underwoods! 


That represents a lot of typewriters for business . . . perhaps more than 
you’d think possible from only one manufacturer. But it’s what you’d 
expect from Underwood: the Typewriter Leader of the World. 


And those 7,000,000 Underwoods prove that you secretaries certainly 
know a good thing when you use it! 





Have YOU seen the new Underwood with that smooth, s-m-o-o-f-h 
touch, and Underwood’s exclusive See-Set Margins? 


Don’t be satisfied with less than an Underwood! Telephone your local 
Underwood representative for a demonstra- 
tion .. . right now! 


Note the Underwoods 
Wherever You Go! 
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<5? YOU will say it with flowers in your voice 
‘when you learn about the Seal Tab* red dots 
..easy-or. the-eyes green...up to 15,000 runs 
on one stencil... sharp, clear, black copy... 


ond easy stylus work without tearing. 


“SVYOuR BOSS moy soy it with flowers from the 
“florist when he sees the ease of reading copy... 
signing his name with a stylus... 
the clean, readable printed copies...no sticky 
stencils (thanks to Seal Tabs*)...and 


the time you save! 


GB THE MACHINE OPERATOR will simply love you 
sf for stopping that gummy stuff on stencils 
again thanks to Seal Tabs*) and the ease 
with which she gets long runs on one stencil 


without that “grey” look. 
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>< SURE-RITE 
‘ GREEN FILM STENCILS wf 
are the stencils with vg 
the clean Red Dot Seal 
Tabs*. You get three ” 
different impressions 7 
with one stencil... 
you get a better buy! A 
WRITE FOR 
*Patents Pending * FREE SAMPLE 
NOW! 
va AMERICAN STENCIL MFG. CO. 
2714 Walnut Street 
Denver 5, Colo. 
J Rush sample of the new Sure-Rite 
as” / Red Seal Tab Green Film Stencil and 
= : th f cl t dealer. 
a > x , é 
oop | Pi NAME___ 


GREEN FILM STENCILS 
AMERICAN STENCIL MFG. CO., 2714 WALNUT STREET, DENVER, COLO. 7 PoDRESS - 


- As Advertised in Collier s y CITY ————— 
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APPEARING ON OUR COVER—Like tly 
smart outfit worn by the model on ou 
cover? You'll fall in love with the wor 
derful lines of the tweed “middy-like’ 
jacket that tapers to a snug hipline and 
with the slim black wool dress it tops 
This is a Carlye fashion—the fully lined 
jacket and dress retailing as an ensembk 
for $59.75. For where-to-buy-it informa 
tion, you can write Carlye Dress Corpo- 
ration, 508 North Fourth Street, St. Louis 
2, Missouri. (The stvle is No. 8110.) Ws 
consider this switch-about combo a good 
investment, perhaps instead of a suit 
to add zip to your fall wardrobe. You'll 
find other fall fashion suggestions as yo 
turn our pages. 


Tessie Talks It Over 


TESSIE HAS A NEW CONTRIBUTION t 
add to the magazine this month, and we 
hope you will like it. It’s called “Tessie 
Asks the Experts,” and it consists of a 
steady conversation between herself ands 
five of our most distinguished business- 
training authorities. Tessie places your 
office problems before the experts and 
lets them come up with the solution. If 
you enjoy the column and would like to 
see it continued,- why don’t you send 
your secretarial query to Tessie ( post 
card will do) and let her be your “Worr, 


Bird”? Actual names will never be used 


Like Baseball? 


Ir YOU LIKE BASEBALL (and even it 
you don’t), we're sure you'll enjoy read- 
ing “Secretarv to the ‘Voice of the 
Yankee os page ck. We've picked the 
tops in pennant-winning teams, a sec- 
retary with plenty on the ball, and an 
employer-announcer who can really de- 
liver for the main characters in our story. 
Go on from there for an enlightening 
twenty minutes of pleasant reading. 

Our “poor” photographer had to at- 
tend a Yankee ball game to get the pic- 
tures we are using to illustrate the story, 
and he’s still talking about “one of the 
nicest assignments I ever had.” Right, it’s 
page 11. 


Special Attraction 


Don’t miss our Good Looks Section 
(page 37 to 43). It’s as new as this 
September and was created with you 
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5 your word speed 
up to par? 


Get a Royal Portable for home practice! 


You can give it a big boost by practice at home on referred 24 to 1 bv girls who tvpe. as sur- 
Vi I Yi 
the standard typewriter in portable size... veys show. 


» . _ le! . . 
Royal Portable! Lessen your errors with Royal. the easiest- 


It has office typew riter keyboard. office type- writing portable ever built. 


writer controls, office typewriter “feel” . . . Learn faster. . learn easier. . improve your 
PLUS— office typewriter margins! “Magic” chances for a better job when you graduate. 
Margin, sets both right and left margins Get a Royal Portable now. Royal gives you 
automatically! Just like the Royal Standard, a choice of colors—Gray or Tan, 


CY, L Worlds No. 1 Portable 






Keyboard and high speed key action. .. Finge1 


Flow Keys of nonglare plastic... Finger Com 
fort Carriage Controls...“Touch Control”... 
Adjustable Paper Support... Larger Cylinder 
Knobs... Rapid Ribbon Changer... Paper 
Lock Scale... Picture Window Writing line 
visibility and full 9-iach writing line... New 


Contour Case. 


ey 


y 
Terms as low as $1.25 a 
week. Ask dealer about 


liberal trade-in allowance. 





**Magic’’ and **Touch Con- 
trol"’ are registered trade 
marks of Roya! Typewriter 
Company. In 


The easiest-writing portable ever built! 
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How to Make 


INYVISJ5Le 


Erasures 





With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
— or your money back. 


RUSH- 


- fF YBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 








The Eraser Co., Inc. 
104 S. State St., Syracuse 2, N. Y. 











“Saue Vime with 


Kite- Line" 





THE MODERN COPYHOLDER 
Promotes Accuracy « Increases Production | 
Saves Eyestrain « Portable 


_... 


Attachments for copying from wider sheets: 
15 inch eye guide extension — $1.25 
20 inch eye guide extension — $1.50 




















FREE TRIAL OFFER— Write asking us to send you 
@ RITE-LINE COPYHOLDER with the understanding that 
| you may return it without charge within ten days. ~ 


| RITE-LINE CORP. 1025 - 15th Street, N. W. 


Washington 5, D. C. 


| RITE-LINE copruoiper | 
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in mind from start to finish. This 
it off with fall fashions fo, th 

office, continues with the latest hair stvles I 
for the up-to-the-minute secretary, 
lighted with of , 


Month 


starts 


IS Spot- 


a group patterns that 


| the girl who is as skilled with a needh 


as she is with a pen will want to send 


for this very day, and ends with Tessi 


going shopping for all the things “Miss | 


Office Girl of 1952” will want to bin 
It's been fashioned for your good looks 
and we think it really looks good! | 


Famous Secretaries 


You i 
you read our newly styled “Secretari 
in the News” tor 


never SO 


PROBABLY BI SURPRISED 
page ; 
that 
taries and secretaries-to-be were 


well wager 


you realized 


MANY Se 
wppea 
ing in the newspapers these days. ) 
especially, should be prepared to cham 


pion your cause by being able to « 
verse about the latest accomplishment 
of your fellow secretaries. And may! 
an acquaintance of yours is smiling 
from this month’s page. You can turn 
page 20 to see 
Return Engagement 

“PictuRE Mer,” by Elizabeth Gi 
Speare was so well received in our ]i 
issue that we asked the author to writ 
for us again this month. Read “Birthda 
Greetings” on pag 24. It has the 
familiar setting and the same characte 


you enjoved so much_ before. 


Popular Names 


Dear Eprror: I am a shorthand st 
dent at the Vocational School in Eau 
Claire, Wisconsin. My classmates and | 


were wondering where you obtained the ¢ 4% 


list of surnames published in shorthand 
in the January and February issues ot 
We were only able to fi 

about 60 per cent of the names you listed 


vour magazine. 


in our home-town telephone director 
When we went through telephone dir 

tories of most of the large cities in Wis- 
found all the names 
except one.—( MISS) TONI SCHNEIDER, AL- 


consin, though, we 
TOONA, WISCONSIN. 

The list of proper names to hich you 
refer is composed of the most common 
names in New York City, Chicago, Phila 
delphia, and Boston, which gives us thr 
widest variety of common names 


Male Mail 


Dear Eprror: Your article on publ 
stenographers, in the December issue, was 
Did the au- 
thor encounter male public stenographers 


of particular interest to me. 


in her survey? Or, does it require an in- 
verted pioneer spirit for one to re-enter 
the field?—MANUEL SCHNALL, BROOKLYN, 
NEW YORK. 

Our survey-taker tells us that no male 
public stenographers were encountered 
throughout her survey; but she heartily 
recommends _ public stenography to the 
male species—especially when they have 
the capital, the abilities, and have al- 


ready been in this field, as you have. 
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ASKS 


My THE 


EXPERTS 


Charles L. Swem * Madeline S. Strony * Alan C. Lioyd 
E. Lillian Hutchinson * Robert R. Rosenberg 


folks; attention 


‘| ESSIE: O.K., 


please! The first meeting of 


our secretarial clinic is formally 
called to order. 

-MR. SWEM: Excuse me for in- 
terrupting, Tessie, but let’s not start 
out by making this gathering for- 
mal. 

DR. ROSENBERG: I agree with 
Charlie, let informality 
reign! 

TESSIE: All right, you're the ex- 
perts! And, since we're all eager to 


Tessie: 


begin and you happen to have the 
floor, Dr. Rosenberg, we'll start oft 
Betty, in 
California, writes me that before 
her chum was married, the girl's 
boss promised to give her a $500 
wedding gift in appreciation of her 
many years of faithful service to the 
firm. 


with a legal question. 


since the 
wedding, and no $500 has come her 
way. Betty wants to know if her 
friend can legally force the man to 
pay the sum promised. 
ROSENBERG: Im afraid not. 


You see, every enforceable contract 


It’s been months 


must be supported by “considera- 
tion.” In this case, the promise of 





Meet the Experts 
Authors all, in each of their in- 
dividual fields, but also: 

Miss HutcHInson is head of 
an editing and styling depart- 
ment. 

Mrs. 


Director for a large company. 


Strony is Educational 
Dr. Lioyp is editor and pub- 
lisher of Topay’s SECRETARY. 
Mr. Swem is an Official Ste- 
nographer for the New York 
Supreme Court. 
Dr. Rosenserc is a New Jer- 


sey Public School Principal. 








—— 








a gift for services that have already 
been paid for by a regular salary 
“lacks consideration” and therefore 
has no basis in law. 

TESSIE: Tough luck! Here's a 
question for you, Mrs. Strony. Joan, 
from Washington, D. C., says that 
she is never quite sure when she 
should rise for men visitors. 

MRS. STRONY: Rise for the 
of your company, 
Joan; particularly those above your 
employer. Elder visitors or distin- 
guished guests should also be so 
honored. The safest rule is, “When 
in doubt, rise.” 

TESSIE: A very good rule to re- 
member! Here’s a question I think 
you should answer, Dr. Lloyd. A 
male secretary from Ohio, Bob's his 
name, tells me that he has difficulty 
in striking z's and pss on the type- 
writer. Can you suggest a finger 
exercise? 

DR. LLOYD: Tell Bob that he 
should lock his thumbs and then 
type several lines of the Expert's 
Rhythm Drill—you know, a;sldkfjg 
hfjdksla; 

SWEM: What was that, Al? 


senior officers 


LLOYD: a;sldkfjghfidksla; and 
the alphabet, too—you know, 


abcdef.... 
PANEL: We know! 


LLOYD: Well, if Bob does these 


two drills now and then, without 
unlocking his thumbs, he will see 
a steady improvement. 

TESSIE: You're next, Mr. Swem 
A reader out Texas way says that, 
when she misses a word during dic- 
tation, she is never sure whether she 
should wait until the dictator has 
finished the letter before interrupt- 
ing him or whether should 
break right in and ask him for the 
word before he might forget it. 


she 











What a difference when you switch to 


JURY OF SECRETARIES 


Today’s faster business 


ern filing—the new style 


workers, found old style 
folders a bottleneck, 


conserving Pendaflex. 





Oxford 
PENDAFLEX® 
























CONFIRM FACT! 


“File fatigue 
diminished 
when 
PENDAFLEX 
was installed 
in our office.” 


pace calls for easy mod- 


Pendaflex hanging 
folder way. Oxford in- 
terviewed many office 


Pendaflex 20% faster, 
actually reducing 7 fil- . 
ing motions to 3. Get | 
the facts about work- 





Oxford Filing Supply Co., Inc. 

123 Clinton Road 

Garden City, N.Y. 

Please send me information about 
Oxford Pendaflex folders and the name 
of nearby dealer. 


NAME 


ADDRESS____ 








HANDY AID FOR 
IMPROVEMENT OF NOTES! 


GREGG SHORTHAND 
CORRECTIVE SLIDE 


Use the 
better 


“overseer” in your practice for 
shorthand forms in 
bright red ink on clear cellulose acetate, when 


superimposed on 


notes. Correct 


show 
every flaw in formation, slant, and propor 


your writing, will 
tion. Just what you need in your practice on 
the OGA tests! 


The Shorthand Corrective Slides are avail 
able in Simplified 
Gregg. They are 15¢ each, or $1.50 a dozen 
Help yourself to become a better shorthand 
writer by ordering a Slide today. 


either Anniversary or 


GREGG MAGAZINES DEPARTMENT 
330 West 42 Street, New York 36, N. Y. 
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While Audograph takes 
the dictation, waits 





through interruptions, 
catches the words and 


reads them back, she’s saying the right thing on the phone . . 


And the Audograph makes transcribing so much easier! Green lights 


tell you how long the message is. Red lights warn you of corrections. 
You just dial to the sentence you want to hear back. Not a chance 
of missing a word — or making a needless error! 

- } 








; Pt staff 
work .. . making quick decisions. . . being charming and efficient. 





Wouldn’t you like to try the modern way, too? | 
The coupon will bring you the whole story — to | 
show the boss! 
Get the story on Audograph today— 
| The Gray Manufacturing Company 
AUDOGRAPH sales and service in 180 | ‘ ‘ ae = 
cities. See your Classified Tele- Hartford 1, Connecticut 
| Direc de dic \ é ‘ 
: tory un oe | Please send me the Gray Audograph Booklet K-9. 
(ft | \broad: Westrex Corp. | 
(Wes t Co. export affiliate) 
in 35 c lograph is made by | NAME x. ..soescssssseeeesssssseeetnssseeeemnnseeennnnenesnnneesssansencnennanee 
The Gru g Company — | 
established nators of the FIRM 
Telephone | 1 
TRADE MAR AUD A ” 
RES.4.8. PAT. ofr. | STREET CITY 
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SWEM: Tell this little Texas miss 
that tact and patience are business 
as well as social graces. Nobody 
likes to be interrupted, especially 
when concentrating; besides, she 
will be surprised to note the num- 
ber of times a missing or misheard 
word will “supply itself” as the con- 
text unfolds. I say, that 
after the dictator has completed the 
thought, or after the letter is com- 
plete, is the time to interrupt. 

TESSIE: Now it’s Miss Hutchin- 
son's turn to spread a little learning, 
A reader from warm and wonderful 
Florida wants to know the rule for 
She can't un- 
final consonants 


Theretore, 


doubling consonants. 
the 
are doubled when you change run 
to running and compel to compel- 


derstand why 


ling, but not when you change rain 


to raining. 
MISS HUTCHINSON: Here's 


, and 
than one syl- 
lable that are accented on the last 
svilable, have their final consonant 
doubled betore 


the rule: Words of one syllable 
also words of more 


a termination be- 
ginning with a vowel, if they end in 
a single consonant preceded by a 
single vowel. 

TESSIE: Wow, what a mouthful! 

HUTCHINSON: Yes, it is, Tes- 
but it does explain why run 
becomes running, and so on. The 
final consonant is not doubled when 
changing rain to raining because, 
although rain ends in a single con- 
sonant, it is preceded by a double 
vowel. 


sie; 


TESSIE: And now, Mr. Swem, 
perhaps you would be kind 
enough— 

SWEM: Glad to, Tessie. 

TESSIE: Marian, from Pennsyl- 
vania, says that she learned Anni- 


versary shorthand several years ago 


wt: 2 

tau sm Cae 
. s 
rs 


and is rusty now. She would like to 
get her shorthand skill back, but 
she is undecided as to whether she 
should learn the new Gregg Simpli- 
fied or refresh her Anniversary skill. 

SWEM: Marian, my dear, you 
spent many months, pe haps years, 
learning your particular shorthand 
rules; don’t waste time by starting 
all over again. The main advantage 
of the new Simplified is that it is 
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easier to learn ard to teach. Since 
you have already learned the fun- 
damentals, stick to those you were 
taught. Youll get to your goal by 
either the Anniversary or the Sim- 
plified method. 

TESSIE: Mrs. Strony? 

STRONY: Ready 
Tessie. 

TESSIE: A reader in Iowa says 
that when her employer dictates, 


and willing, 


he makes so many changes she has 
difficulty in reading her notes with 
all the corrections and inserts. 
STRONY: Well, if he makes a lot 
of changes, she might take her dic- 
tation in the left-hand column only 
and leave the right-hand column 
free for any corrections and inser: 
tions her employer will make. Ar 
rows can be used to indicate the 
right place to tvpe the changes. 
TESSIE: An excellent idea. Now 
Dr. Rosenberg, front and center! A 
young lady in Maine, who works on 
Saturday, poor girl, tells us that she 





receives many checks in the Satur- 
day mail. How can these checks be 
endorsed so that, if they are lost or 
stolen before they are deposited in 
the bank on Monday, they cannot 
be negotiated by anyone? 

ROSENBERG: This problem has 
come up before, Tessie. You simply 
endorse all checks, “For deposit 
only,” and sign the firm name. In 
this- way, the checks cannot be 
cashed or otherwise transferred to 
an “innocent” holder. 

TESSIE: Very, very interesting. 
Here’s a problem for Miss Hutchin- 
son from another of our men sec- 
retaries. He wants to know if it is 
ever permissible to use a semicolon 
and a dash or a comma and a dash 
right smack after one another. 

HUTCHINSON: Ordinarily, Tes- 
sie, the dash is not supposed to be 
used with any other mark of punc- 
tuation. But there are two excep- 
tions to this rule. Grammars will 

(Continued on page 54) 











\ more and more secretaries prefer 
Casior to Use 
SoundScriber 


DICTATING EQUIPMENT 








Winner of Fashion 
Academy Medal 


for beauty of design. 


, 


makes 
transcription as effortless as glancing into your 

compact. No irritating index strips. No straining to hear 

; reception’s bell-clear. No hair-rumpling headbands. And 
SoundScriber saves so much time for you and the Boss. He dic- 


Exclusive “Television Indexing’ 


tates when he’s ready, you transcribe to fit your schedule. Both 
of you get more done, faster, with less effort than ever! 


The coupon is your first step toward becoming an even better 
secretary. Mail it today. 


Only SoundScriber Offers You: 











. Automatic On-the-Disc Indexing. SoundScriber Corp., Dept. TS9, 


New Haven 4, Conn. 





. Two Arm Flexibility. 


1 

2 

3. Mail-Chute Size Discs Please send me Motion Study Charts. 
4 


. “Television Indexing”. nee 


. and it’s the only dictation 
disc useable on long-playing 
phonographs— it’s 3313 rpm. 


SEND TODAY 


Address. . 
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HETHER YOU FILE... Alphabetically, Numerically, Geographically, 


Chronologically or by Subject Indexing, THERE IS A SMEAD §$ YSTEM | 
ALREADY TAILORED TO FIT YOUR NEED! | 


SMEAD manufactures | Ceca dete ers 
over 3100 filing and ace Pin 
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Watcning the Yankees is a daily event in the baseball-packed life of Elsie Kurrus, secretary to Mel Allen. 


A 


ot 
~ Y 
- Secretary to the 
“Voice of the Yank i 
otee of the Yankees 
aah BY LAWRENCE D. BRENNAN 
sche 
hay 
“WOW, WHAT A WALLOP! Yogi Berra hit a terrific line drive. He's on his way 
to second . . . around comes Phil Rizzuto to score. ... The game is all tied up in the 
last of the ninth! Listen to that crowd roar!” 

You may be sitting on the edge of your chair as the excited voice of Mel Allen 
continues with the thrilling description of the game. And sitting on the edge of her chair, 
too, might be the secretary to the announcer you are listening to, Elsie Joan Kurrus, 

who has stopped typing long enough to tune in her desk radio to catch the score. 

Baseball is very much a part of Elsie’s life, for she works right in fabulous Yankee Sta- 

dium within hearing distance of the cheering crowd that crams the grandstand to urge 
ur the New York Yankees on. The south side grandstand, amazingly enough, houses the lively 


id offices of the Yankees. There a highly efficient office staff handles the details of all the 
glamorous and dramatic activities that go on in this famous stadium. 
Yet, as extraordinary as it is, this electric atmosphere is a highly appropriate 
backdrop for the stunning challenge which is Elsie’s job. Pert, pretty, and petite, a cool 
exactness in her hazel eyes, she adeptly handles the millions of details connected 


with being the home-base co-ordinator of one of America’s ace sports announcers. You s2e, 
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Mel Allen, “The Voice of the 





While Mel is on the air, Elsie 





New York Yankees,” glances 


around to catch the crowd re- 





action to an exciting play. 
During a game broadcast, Mel 
usually alternates between ra- 
dio and television. In the back- 
ground is a WPIX camera. 


Elsie’s duties take her to all 
parts of the Stadium—many of 
which are restricted areas for 
visitors. Here, she pauses for 
a soda and a few words with 
the counterman about Yankee 


not only is Mel “the tenth Yankee on the field” and 
“The Voice of the New York Yankees,” but he is likely 
also to be called upon to announce any classic in any 
phase of sports. Demands are incessant throughout 
the year. Whether it be football, boxing, national 
track and field meets, horse racing, or baseball, the 
voice of Mel Allen is likely to be describing it for 
you. On newsreel film, Mel is the voice of Fox Movie- 
tone News. On CBS-TV, he runs the White Owl 
Sports Spot. On WOR radio, he has conducted a Mel 
Allen Popsicle Club House and other programs. This 
fall, in addition to his Yankee Stadium commitments, 
Mel will vocalize the games of the professional foot- 
ball Washington Red Skins and many principal col- 
lege grid meets. 

Such a summary doesn’t begin to suggest the de- 
mands laid upon Mel for appearances at dinners, sports 
celebrations, or charity benefits. It is, of course, a con- 
tinual race from airport to airwaves and from studio 
to stadium. And it is Elsie’s job to handle all Mel’s 
paper work. to set the stage for most of his activities, 
and chiefly t) see that Mel is where he should be 
when he shou there. 

“And above a I"Isie will add, “not to be in two 
places at once. We nearly had him at a New York 


12 


2 TODAY’S SECRETARY e September, 1952 




































































uses this time to catch up on 





overdue correspondence — with 
a radio at her elbow for up- 





to-the-minute details on the 
day’s game. By tuning to Mel's 
broadcast, she knows how soon 
he will be back in the office. 





chances for another pennant. 





Elsie makes frequent use of 
the many refreshment stands to 
grab a bite of lunch when her 
day’s schedule does not permit 
her to leave the Stadium. 


TV studio and at the Kentucky Derby at the same 
minute this vear, but my double-check calendar sys- 


tem came through in time.” 


EvEN A MOST EXTRAVAGANT IMAGINATION couldn't 
predict the events of a single hour, let alone a day, 
in the professional life of Elsie Kurrus. Dictation, 
filing, and typing? Oh, yes, plenty of that — and it’s 
hectic, too. Over a hundred letters a day from fans 
alone, and Mel insists on giving each a very carefully 
considered reply. But taking dictation is the most 
pleasurable aspect of Elsie’s day, for not only is her 
boss the owner of one of the richest-timbered voices 
in TV or radio but he also possesses a good-humored, 
naturally philosophic mind and lightning wit. 

It is when Mel is on the road—which is much of 
the time—that Elsie is on her mettle. The interminable 
crush of mail and telegrams must be attended to. 
Letters must be opened and classified. Synopses must 
be made of urgent affairs for long-distance consulta- 
tion with Mel. Research must be conducted on letters 
so that Mel’s keen mind can reach the heart of the 
matter at once and a reply can be dictated speedily 
in the moments he can reserve for dictation. For the 
shut-in fans, cheer-up packets must be prepared. ( Elsie 





tive minutes before air time finds Mel giving Elsie last-minute instructions. It may be tne job of locating 
a long-lost Yankee for the annual Old-Timers’ Day or of rescheduling the weekly Fox Movietone News recording. 


is constantly appropriating photographs, clippings, 
pamphlets, or posters to send to some bedridden 
voungster. ) 

But it is not the mail that takes fullest measure of 
Elsie’s capacity for responsibility. The phone is almost 
constantly ringing; and, when Mel is out of town, Elsie 
must enter into extended conferences and make de- 
cisions on urgent matters. That ringing phone might 
mean the voice of Phil Silvers, Steve Allen, James A. 
Farley, Sugar Ray Robinson, Admiral Halsey. And 


often enough, she is face to face with the celebrity. 


Ir HAS NOT BEEN VERY MANY YEARS since Elsie was a 
student in an Albany, New York, High School, where 
she was so shy that she trembled to read her short- 
hand notes aloud. It was there that she first came to 
the decision that she wanted an exciting job someday, 
exactly like the job she now has. She didn't have the 
sports field precisely in mind then, but she was deter- 
mined to become a secretary to a celebrity in the 
amusement world. With this goal in mind, she took a 
new grip on her shorthand pen and determinedly di- 
rected her efforts toward what she considers the most 
enviable, glamorous, and interesting post any business 


girl has ever held. 





Two years ago—August 27, 1950, to be exact—Elsie’s 
boss was the subject of a mammoth celebration in 
New York City. It was Mel Allen Day, a day Elsie 
will never forget. Yankee Stadium was packed tight 
with Mel Allen enthusiasts. Ceremonies were under 
the direction of James A. Farley. Eddie Cantor, Tommy 
Dorsey, and Dick Contino were among the entertain- 
ers. The singular contribution of Mel to good, clean 
American sportsmanship was given majestic recogni- 
tion, and it was a triumph in any man’s life, For Elsie, 
the exhilaration of the day was huge: but imagine her 
satisfaction when, a few days later, Mel declared to 
his radio and television audience, “The day would not 
have been possible without the help of my secretary, 
Miss Elsie Kurrus.” 

And never will she forget the moment Joe DiMaggio 
stood before her desk and pulled off his hat to thank 
her profusely for a secretarial favor that she had done 


for him. 


Tue Two traits that have made Elsie most valuable 
to Mel have been her conscientiousness and her adapta- 
bility. A perfectionist by nature, Elsie was determined 
to become the very best secretarv that training could 


make her; so, upon graduation from high school, she 
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enrolled in Albany Business College. Even after com- 
ing to New York City, she continued her shorthand 
practice in a dictation class. 

Although Elsie kept the amusement world foremost 
in her mind, she very nearly became an insurance 
executive. Biding her time for an interesting secretarial 
opportunity, she had taken a job with an insurance firm 
and very speedily had become an insurance under- 
writer and manager of an office. But she kept her eyes 
constantly on her first goal; and, when an opportunity 
opened in the production department of New York 
radio station WINS, Elsie returned to straight secre- 
tarial work. 


The thoroughness with which she completed every 


task and her resiliency in the flutter and whirl of studio 
work brought a request from Mel Allen that she be 


assigned to him as his private studio secretary. Grad- 



















Elsie works closely with Mel’s broadcasting staff. Here she 
is shown with (left to right) Bill Crowley and Art Gleason, 
assistant announcers; Mel's brother and publicity director, 
Larry; and Jack Gallagher, who is statistician. 


ually Mel employed her as his personal secretary in 
an outside capacity, this being a Saturday and Sunday 
job. Then came the phone call. It was from Mr. 
Edward Fisher, promotion director of the New York 
Yankees. 

“Miss Elsie Kurrus?” the voice asked. 

“Yes,” said Elsie. 

“Are you ready to sign up with the Yankees?” Even 
before she heard the generous salary that went with 
the job—not to mention the profit-sharing policy of the 
Yankees and the numerous gifts and bonuses and many 
other advantages enjoyed by Yankee employees—she 
was shouting into the phone that she was ready. 


WHEN ELSIE STEPPED INTO THE STADIUM OFFICE for the 
first time. she realized that she must become the archi- 
tect of a brand-new kind of secretarial service. Tech- 


nicaliy, she would be an employee of the Yankees, but 
her job was to take care of all Mel’s work whether it 
involved the Yankees or not. Her first job was the 
managerial one of setting up a system that would cope 
with the divergent and far-flung concerns of her boss. 

It took three steel filing cabinets and a thoroughly 
cross-referenced system to catch the length and 
breadth of Mel's interests. That was the easiest part 
of the job. The scheduling of Mel's complicated life 
required bold experimentation with calendar systems 
—no commercially prepared calendar was adequate. 
Elsie designed a calendar for Mel to carry with him, 
and she keeps a duplicate record on her own desk 
calendar as a double check. 

Probably most difficult of all was the building of a 
system whereby she could track down difficult-to-find 
persons. Can you imagine the task of locating an 
umpire of a World Series held in the early twenties? 
She assembled a directory of such persons, a chore 
that required much ingenuity, research, and consulta- 
tion with secretaries to other celebrities. Even today, 
with her directorv now exceeding a thousand names, 
he location of persons needed by Mel in his work 
is her stiffest problem. 


IN SETTING UP 11US JoB, Elsie discovered that she had 
to become an authority on sports in general and the 
Yankees in particular. Up to her arrival at the Stadium, 
she had never seen a single major athletic engagement. 
With her new job, she plunged at once into sporting 
literature of every kind, made immediate use of the 
season pass issued to her, and started a discussion of 
the fine points of athletic events with any authority she 
could find. Whenever she had a lull in her work, she 
pitched in to help the other secretaries. She learned 
about the scouts, the publicity department, the activi- 
ties of the road secretary and the grounds superinten- 
dent. In short, she integrated herself as rapidly as 
possible into the happy Yankee family. 

What a family it is! There’s a motto in the sporting 
world that the Yankees always go first-class. That goes 
for Yankee employees, too. In the summer there are 
the all-day trips on the beautiful 93-foot, four-deck 
cruiser of Mr. Dan Topping, the president of the 
Yankees. When the Yankees win the pennant—and 
they often do—there’s a grand supper and a toast to 
victory for all at the Stadium Club. But, when the 
Yankees win the Series—then there is a celebration to 
end all celebrations. Mr. Topping reserves the nine- 
teenth floor of the Biltmore Hotel, with its lounges and 
ballroom. The employees, players, and press join in 
the splendid festivities. There are also wonderful 
Christmas parties, with beautiful Christmas gifts— 
such things, for each girl, as a solid gold compact with 
the Yankee emblem in diamonds, sapphires, and rubies! 

It has been all this and working with Mel Allen, too, 
for Elsie Joan for the past three years. Only an expres- 
sion made famous by Mel himself can describe it: 
“How about that!” 
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Here’s what the 

ee 99 
name secretary 
means to 


365 employers 


ETTERS TO ANSWER, letters 
| to file, letters to read and sort 
the mail may take up a good part of 
a secretary s time; but, as you know, 
she’s more than just the girl who 
keeps the Post Office in business. 
Just how much more is shown in 
the list here, which reveals what 
bosses expect of her. 

This report, compiled by the 
National Secretaries Association, in- 
dicates which duties are considered 
the most important by employers of 
the 365 secretaries who applied for 
the 1951 Certified Professional Sec- 
retary examination. Each girl's em- 
ployer filled out a check list telling 
how often his secretary performed 
each job. The duties are listed in 
order of the number of times they 
were checked by the bosses. 

Incidentally, every applicant for 
the CPS exam in 1952 is expected to 
have a knowledge of all these duties 
and will be tested on them. 

How many of these tasks could 
you handle if your boss requested 
you to? This list will give you an 
indication of how you rate as a top- 
notch, all-around secretary. 





for Secretary... 





Duties PERFORMED 

Took dictation and transcribed 

Filed (general and personal) 

Read and sorted mail 

Placed, received and routed in- 
coming and outgoing phone calls 

Made and recorded appointments 

Composed written communica- 
tions on own initiative or 
from oral instructions or 
from longhand notes 

Received customers and met public 

Requisitioned supplies 

Copied employer’s longhand notes 

Made hotel reservations 

Made transportation reservations 

Operated adding or calculating 
machines 

Organized and typed reports 
from rough data 

Gathered material for reports 

Assisted with preparation of 
written reports, ete. 

Kept office or financial records 

Kept expense records of em- 
ployer’s travels 

Typed and indexed minutes 

Typed copy for publication 

Did employer’s personal banking 

Kept employer’s personal, finan- 
cial, and other records 

Marked articles to be clipped 
and maintained clipping file 

Prepared payrolls and budgets 

Acted as intermediary for em- 
plover in organization 

Prepared trip itineraries 

Supervised clerical and 
stenographic employees 

Did mimeographing or 
hectographing 

Kept employer’s checkbook 

Took speeches as dictated 

Acted as office manager 

Took notes at meetings 

Took direct dictation to 
typewriter 

Did personal shopping for 
employer 

Helped plan and organize 
social affairs 

Helped employer make out 
income tax report 

Acted as office librarian 

Typed transcripts from a voice- 
recording machine 

Prepared for monthly board 
meetings 

Prepared guest lists 

Gathered material for speeches 

Made digests of articles, letters, 
or books for the employer 

Made out company income tax 
reports 

Helped entertain visiting customers 
and branch representatives 

Plotted graphs 


Denotes ties. 


STANDING OFTEN SOMETIMES 
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28 
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14 
60 
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25 
57 
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65 
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81 
169 


150 
123 
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182 
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233 
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155 

66 
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251 
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218 
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Lever House 


A Secretary's Dream Come True 
BY HELEN WHITCOMB 


T HE MOST OVERWORKED ADJECTIVE used 
in describing our new building on opening day 
was lush, because that’s what it is—absolutely lush!” 
exclaimed Betty Kane, secretary to E. Lee Talman, 
administrative vice-president of Lever Brothers Com- 
pany. 

“We all had our own ideas of what the new building 
would be like, but it turned out to be even more beau- 
tiful than any of us ever dreamed it could be.” added 
Janet Stephens, secretary to Jervis J. Babb, president 
of the company. 

Fabulous, breath-taking, marvelous, and similar 
superlatives are always used when the topic of con- 
versation is Lever House, the new home of Lever 
Brothers Company. Situated on Park Avenue between 
53rd and 54th Streets in midtown New York, Lever 
House is a modern fantasia of beauty and efficiency. 
What makes it so unusual? Well, wouldn't vou like 
to work in a building that is all windows—like one huge 
picture window ... that has a garden on its third floor 
for you to relax in after your lunch in the company's 
modernistic cafeteria .. . that has snag-proof furniture 
and specially stvled desks which raise or lower to ad- 
just to your height? And these are just a few of its 
many exceptional features! 

Although Lever House was only opened last April, 
it has already become such an attraction that the com- 
pany conducts frequent guided tours through the 
building for visitors. 


LEVER HOUSE is the answer to a working girl’s dream. 
It contains only the company’s offices, and it was de- 
signed for the comfort and convenience of the 1,280 
office workers at Lever House. 

Few buildings have as attractive a first floor as 
Lever House. Instead of being completely walled in 
or surrounded by stores, the ground floor has open 
sides, for the most part, inviting visitors to walk in. 
About one-quarter of the area is enclosed—in trans- 
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parent glass, naturally—to form a large reception room. 
The remaining area is an open arcade, so passersby can 
see in to the lovely garden court with its graceful wil- 
low tree. Since Lever House is occupied by only one 
company, the sole reception desk is the one in the 
ground-floor lobby. Here all visitors are greeted and 
directed to the departments where they have appoint- 
ments. 

Although Lever House is an entire block wide, only 
the second floor covers the whole area—and even this 
Hoor is shaped like a square doughnut, with the center 
windows overlooking the lovely first-floor garden court. 
This doughnut arrangement allows plenty of light for 
all second-floor offices. Beginning with the third floor, 
the building is set back to form a graceful tower of 
small floors. The tower is walled with glass and is 
designed so that on a typical floor no desk is more 
than twenty-five feet from a window. 


“WORKING IN AN OFFICE that’s all windows is almost 
as good as being right outside,” explained Mary Jean 
McGurley, secretary to the News Bureau manager, as 
she showed us around. “In fact, on scorchers like today 
[the temperature hit 96 degrees that day] we have all 
the advantages without the heat.” Lever House is 
comfortably air-conditioned, we might add. All the 
windows are tinted a light blue-green. This color is 
unnoticeable from the inside; but, as if the building 
were wearing sunglasses, the glare is completely 
eliminated. 

The brightness resulting from so much daylight had 
to be considered when the offices were decorated. To 
soften the coldness of so much light, a warm beige tone 
was used throughout—beige floors, walls, desks, files, 
even beige-enameled in and out boxes. All the furnish- 
ings, Mary Jean told us, were brand-new. Colorful 
accents are provided by the gay upholstery of the sec- 
retaries’ chairs, the soft shades used in the elevator 
lobbies, and the bright paint on executives’ doors 


(Continued on page 47) 
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\t Lever House the tall girls don’t have to stoop over desks built Window walls allow plenty of light to bright- 
for shorties. All the desks are efficiency engineered, with legs that en up the work. On a typical floor no desk 
the desk to 












An attractive invitation to re- 
lax is this comfortable em- 
plovees” lounge on the second 
floor overlooking the ground- 
floor garden. Here the girls 
chat. knit. or just relax after 
lunch in the company cafeteria. 


It’s not often that you find in the 
heart of a city a beautiful garden 
patio with a willow. shrubs. and 
flowers. New plants are added as 
old blooms fade. 


a comfortable height. is more than 25 feet from a spacious window. 
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Low-cost meals are served em- 
plovees in the cafeteria, which oc- 
cupies the entire third floor of Lever 
House. Split-bamboo draperies and 
modern furnishings make this an 
attractive setting for good eating. 


Since Lever House is occupied by only one 
company. the sole reception desk is the 
one in the lovely glass-enclosed lobby. 


The secretaries to the top ex- 
ecutives enjoy the luxurious 
and attractive furnishings of 
the twenty-first floor. 








Do You Know 
Hiow to Transeribe 


Machine Dictation? 


BY SEYMOUR ROSEN, New York University 


AND ADRIENNE FROSCH, Brooklyn College 


O YOU KNOW how to operate a dictation ma- 
1) chine? This can be a very important question. 
Sometimes, although your shorthand and typing skills 
may be topnotch, a “no” to this can mean the differ- 
ence between winning and losing an important job 
or promotion. Theres nothing hard about learning to 
operate a dictation machine. Let’s see what your 
part—the secretary's part—ot the job entails. 

The machine you are concerned with is the tran- 

scribing unit. Sometimes this will be a separate ma- 
chine, sometimes part of a single dictating-transcribing 
combination machine. Pictured on these pages are the 
principal kinds of transcribing units that you are 
likely to be asked to use. All of them are easy to 
operate if you familiarize yourself with the five basic 
features described below. 
THINK OF THE TRANSCRIBING MACHINE as a type of 
phonograph. First, then, youll want to turn on the 
Notice that the power switch is 
labelled “1” on each of the machines pictured. Flick 
the switch, and the power is on. 


electric power. 


Thomas A, Edison, Inc. 
“VOICEWRITER” 








Next, you must insert the recording (disc, belt 
cylinder, or wire) just as you place the record on the 
phonograph. Again, see the pictures and refer to “2, 
This is where you insert the recording. 

Then youll put on your headset or ear piece, if your 
machine has this type of hearing device. Other hearing 
devices may be a soft speaker on a pedestal or a loud 
speaker that is built into the machine. 

Now youre all set to start listening. Press the stop. 
start mechanism—"3" on the photographs—and the 
machine begins to talk to you. This mechanism may 
be a hand-control unit fastened to the front of your 
typewriter or a foot control on the floor. 

Does the voice you hear sound more like Donald 
Duck than your boss? Or is it chattering away so fast 
that vou cant possibly type rapidly enough to keep 
up with itP Then youll have to adjust the speed con- 
trol or the volume and tone controls, the same as you 
do with your phonograph. These controls are “4” in 
our pictures. The volume control softens the voice or 
makes it louder, as vou desire. The tone control gives 
you clarity and “pitch” (this means that the voice is 
pleasant to listen to). Try turning the tone control to 
the extreme right and left. You'll hear a high, falsetto 
voice or deep, bass rumbling. Find the happy medium 
that sounds like the boss you know. (With these con- 
trols, you can actually do a bit of improving on his 
usual dictation voice by making it louder or softer so 


that it sounds the way you'd always like it to sound! 


Now YOu RE ALL SET to start things spinning. Perhaps 
you wonder how you will know if your boss has made 
a mistake, for the boss is rare who can dictate a perfect 
letter. Your boss will have marked his corrections on 
the indication slip. Before you transcribe any part of 
a letter, vou must first listen to every correction in the 
letter. 


All vou do is move the pointer or listening 


3 


American Dictating Machine Company 
““REX-RECORDER” 
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lever (“9 ) to the exact point on the indicating device 
where each correction is given, listen to the corrections 
or special instructions, and then return to the begin- 
ning of the letter and start typing. The SoundScriber 
init, however, has no indication slip; corrections and 
letter lengths are read trom the disc itself through a 
system of magnifying mirrors. 
Another thing you will want to watch for will be 
,rush item. Your boss may have dictated a telegram 
smewhere in the middle of the recording. He will 
nark it with an “X” to call it to your attention so that 
you can type it first. 

[ne indication slip (or whatever device your ma- 
chine has to serve the purpose of an indication slip ) 
loes more than point out corrections and rush items. 


it also tells you how many letters have been dictated 





and how long each is. A future article will describe in 
detail how to make full use of the indication slip. 


“WHAT IF THE PHONE RINGS, or if | miss a word? What 
if1 cant keep up with the dictation? Must I start the 
entire record over?” you may ask. Fortunately, the 
manufacturers have taken this into consideration also. 
With the stop-start mechanism ("3") you can stop the 
record instantly. Perhaps you may wish to replay part 
t the dictation. In such cases, you can backspace as 
much as you wish (using the repeat control beside the 
stop-start lever, “3” ) to hear once again any part you 
missed or wish to review. If you can't keep up with 
the dictation, listen to just a group of words at a time, 
stop the mechanism, type what you heard, and then 
continue on. 
Perhaps one of the girls in your office has a transcrib- 
ing unit you can practice with at lunch time. Follow 
,_ the steps we have outlined, and soon you, too, will 


be able to answer “yes” when anyone asks if you can 


operate a transcribing machine. 
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Dictaphone Corporation 
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SoundScriber Corporation 
“LADY TYCOON” 











Webster-Chicago Corporation 
“WEBCOR” 





Gray Manufacturing Company 
“AUDOGRAPH” 


KEY TO NUMERALS 


1. Power switch 

2. Place to insert recording 

3. Start-stop and repeat mechanism 
4. Volume and tone control 
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SECRET 





& in the NEWS 





Emma G. Castner, secretary to L. Fisher, 
Superintendent of Schools, Washington, 





Ten little Indian Princesses from the Northwest Chapters of Alpha lota Sorority added New Jersey, is the stages president of Na- 
color and glamour to the Northwest Regional Conclave held at Timberline Lodge, Mt. tional Association of School Secretaries. 


Hlood, Oregon this year. Seven are secretaries-in-training: the others are now alumnae. 
eS d t 





Miss Betty Amsden, of Scranton (Towa) Miss Ruth Rosenau, secretary to Spo, 
High, is winner of the “Best Business kane pathologist, Dr. O. O. Christianson,, 
Personality” contest held recently at receives her 200-word medal from Lorna 
the American Institute of Business. D. Brown, Keating Secretarial College. 





“Miss Best-Adjusted Secretary of 
1952” is Doris Dean, secretary to a 
Fifth Avenue (New York) doctor. A 
native of Massachusetts, Miss Dean 
was chosen at a keynote meeting of 
National Secretaries’ Week as best 
conforming to a Harvard Univer- 


sity study of secretarial mentality. 


Dorothy Scheiber, student of Earl 
Larson, Placer College, Auburn, Cali- 
fornia, not only wins honors for being 
fastest typist in her college, but also 
for exhibiting the Brown Swiss heif- 





ers raised on her ranch home in 
Lincoln. At graduation, she must 


choose between a “boss” or “Bossy.” une 
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WHAT IT’S LIKE TO BE A 


} purchasing secretary 


You get to know everybody in the company . 


you're busy as a beaver all day long. . . 


you “shop” by mail and phone... 


you share the boss’s work 


isher, 

ngton, 

of Na- . . 

tarien, A report by OU face the personnel manager. He buy paper—new paper, old paper, clean 
Helen H. Searl has nodded approvingly as he looks 








nson,, 
orna 


lege. 





over your test record and credentials. He 
clears his throat and comments, “Um-/aum! 
Now, as to the department to which to as- 
sign you. We have a vacancy in Sales Pro- 
motion... one in Purchasing 

Stop him right there, quick! That might 
be just the department for you. Ask Celia 
Lightfoot—purchasing work brought her all 
Ask \ icky Kissel: 


she buys paper, and lots of it. 


the way from England. 
and says, 
“This kind of job keeps you up with the 
rest of the world.” Ask Ann \icGovern, who 
does a lot of “shopping” tor her firm. “How 
the davs whiz by!” says Ann. These three 
girls and their associates in their offices 
and thousands and thousands of other sec 
will tell 
vou: “If there is an opening in Purchasing, 
take it—but quick!” 


In a big firm, Purchasing is likely to be a 


retaries who work in Purchasing, 


whole department, with a manager (and 
secretary ), one or two assistant managers 
(and secretaries ), and a crew of office work- 
ers. Ina small firm, Purchasing may be just 
the second drawer on the right side of the 
desk of the office or general manager. But 
Purchasing is always there—somewhere 

for, in every kind of business, someone has 
to buy the materials that keep the business 


going. 


By AND LARGE, there are two kinds of pur- 
chasing activities in most firms. For one, 
you buy the raw material that your busi- 
ness turns into products. Vicky Kissel helps 
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paper, used paper—for her firm; she is secre 
tary to Earl Weaver, purchasing agent for 
the International Company, and 
their butter. Celia 


Lightfoot is secretary to J. G. Hazard, pur- 


Paper 
paper is bread and 
chasing agent for the Aluminum Import 
Corporation; so she buys aluminum—sheets 
of it, cables of it. ‘pigs of it, disks of it 
and knows all about such things. 

The second kind of purchasing activity 
has to do with getting the day-in, day-out 
supplies for the office. Ann McGovern, who 
works in Purchasing for the McGraw-Hill 
Publishing Company, does a lot of that 
kind of purchasing—desks and rugs and new 
typewriters and envelopes, and what have 
you—all the materials needed to seat and 
supply some 3,000 editorial and office work- 
cis. Ann's iob has a special aspect, too. 
Because of her company's wide contacts, it 
is often possible to buy at a ciscount some 
items that the emplovees themselves would 


like to have 


so on; and Ann “shops for many a McGraw- 


luggage. irons, toasters, and 
Hill emplovee. 

When you work in Purchasing, vou may 
do either or both kinds of purchasing. All 
in a dav’s work. too. 

PURCHASING sECRETARIES do all the usual 
kinds of secretarial work, please note. They 


take 


duplicators and calculating machines, an- 


dictation. receive callers, file, run 
swer the phone, make appointments, and 
But, in 


there are 


so on, just as other secretaries do 


every kind of secretarial work 
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SNAP-OUT CARBON PACK ——® 





ORIGINAL, TO VENDOR 


CARBON 1, TO RECEIVING DEPT. 


CARBON 2, FOLLOW-UP 
“TRACER™ COPY ———————_> 


CARBON 3, DEPT. 
CONFIRMATION COPY 




















CARBON 4, THE : — 
FILE COPY ————————> 





Purchase orders are usually made with many carbons. The 


purchasing secretary must be very good at typing numbers. 


additional duties in line with the 
nature of the business or depart- 
ment; and, in Purchasing, it is the 
additional duties that give the job 
its tang and flavor. “What other 
kind of secretarial work,” asks Ann, 
“has the secretary doing the same 
kind of work as her employer?” 
When you work in Purchasing, you 
purchase; and you face the same 
problems—need the same informa- 
tion—as the boss does. 

For Celia to help buy aluminum, 
for example, she had to become 
familiar with the chemical terms, 
the shipping procedures, interna- 
tional pricing. 

Prices are a problem. “One of our 
headaches,” Celia’s employer, Mr. 
Hazard, commented, “is fluctuation 
of prices in different parts of the 
world.” 

“Yes,” Celia agreed, “when we 
are notified of a price increase in 
—say—England, we have to go over 
two or three hundred orders and 
figure them all out again. The price 
files are part of my job.” 

She went on, “There's always for- 
eign exchange to reckon with, too. 
You have to keep up with the dif- 


ferent currency values—vou know, 
francs and pounds and such.” 

Celia really knows her “francs 
and pounds and such.” She is Eng- 
lish, went to a London business col- 
lege, and worked for the English 
division of Aluminum Import. They 
needed someone in New York 
skilled in those things she had 
learned; so, when she came to 
America, she took over the job 
here. (Yes, she loves America and 
is planning to stay. ) 

Not everyone who does purchas- 
ing work has to know the “francs 
and pounds,” though. Vicky Kissel 
doesn’t, and neither does Ann Mce- 
Govern. Vicky's firm has its own 
mills that make different kinds of 
paper products. Her employer is 
Earl Weaver, whose job is to buy 
supplies and raw materials for the 
companys chain of mills in New 
England, New York, and Pennsyl- 
vania. Any requisition that runs for 
a thousand dollars or more must go 
through Mr. Weaver's office. The 
supplies include wood pulp, coal, 
bulk — steel, — heavy 
(pumps, molders, and so on), 
chemicals, wrapping paper, trucks, 


machinery 
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office supplies—everything it takes 
to make, sell, and deliver paper. 

“And that includes,” comments 
Miss Kissel, “all the wastepaper 
that is chewed up into new paper, 
That's the most interesting part of 
all. We buy through dealers who 
buy from junk men — mostly old 
magazines. There is much discus- 
sion as to which slick magazines 
lose their ink the quickest!” 

The purchasing is done not by 
mail or cable (as Celia does) but 
through salesmen representing the 
suppliers. “We have to know each 
of these men personally, recognize 
his telephone voice, know his prod- 
uct, says Vicky. “And then there 
are the people who come in with 
new methods and chemicals 

You have to know your business’s 
business, too. Vicky started telling 
about her firm's plants. “One spe- 
cializes in fine writing papers,” she 
explained. “One makes nothing but 
wallpaper. One makes _ peachtree 
paper—the pink paper that better 
meat markets use to wrap up your 
steaks and chops. One of our mills 
(in Dayton, Ohio) makes nothing 
but Government envelopes!” 

You meet everybody when you are 
a purchasing secretary. You deal 
with salespeople by the dozens, and 
you have to know how to stop one 
and hurry up another. “A shy 
person couldn't be happy as a pur- 
chasing secretary,” Ann McGovern 
commented. “The salesmen would 
just walk right over you! It takes a 
bit of nerve, this job.” 

You get to know every depart- 
ment head, too, and that means 
winning friends and _ influencing 
people in behalf of your employer. 


READING BETWEEN the lines, you 
can see that purchasing secretaries 
have to have certain abilities—an 
understanding of routine, the abil- 
itv to use multicarbon forms, great 
accuracy in typing numbers, di- 
plomacy in using the telephone, 
“iron nerve, a flair for figures, 
knowledge of “francs and pounds 
and such,” great skill in filing (nu- 
merically and by subject as well as 
alphabetically ), and—obviously—a 
keen interest in people. 

And the reward? The most ex- 
citing kind of secretarial work—the 
kind in which you sit at your fa- 
vorite boss's elbow instead of across 


the desk. 
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WORDS 


JUST TEASERS 


BY E. LILLIAN HUTCHINSON 





IE or EI? The spelling of words containing 
ie or ei is often tricky. Most of them follow 
the jingle: 

Put i before e 

Except after c 

Or when sounded like a 

As in neighbor and weigh. 

We have sprinkled in a few exceptions to 
this rule. Can you pick them out to get a 
perfect score? 

Supply ie or ei, whichever is correct, in the 
blank spaces: 


l. ch..f 6. forf..t 
2. dec..ve 7. f£..9rce 
3. S.. Ze 8. c.. ling 
‘. Bevk 9. w..rd 
5. fr.. ght 10. br..f 





CAPITALIZATION. Proper nouns and ad- 
jectives, you have learned, are always capital- 
ized. Many words that originally were 
capitalized, however, are no longer identified 
with the original names and are, therefore, not 
capitalized today. Which of the following 
words should be capitalized? 


1. watt 6. diesel engine 

2. india ink 7. kleig lights 

3. roman type 8. manila paper 

4. plaster of paris 9. wearever aluminum 
5. paris styles 10. swiss watches 


POSSESSIVES. In the following phrases, 
insert apostrophes where they are needed, to 
indicate the possessive case. 


1. the businessmens luncheon 
2. two weeks advance notice 
3. no one elses responsibility 
4. its reputation 

5. boys shoe department 

6. a ladys handbag 

7. my son-in-laws car 


8. my order at the butchers 
9. whose hat 


10. a ladies tailor 





SOUND-ALIKES. Many words are _pro- 
nounced very much like other words but are 
spelled differently. Below is a group of defini- 
tions. Select from the similar-sounding words 
at the right the one that correctly matches 
each definition. 


to vary—(a) defer, (b) differ 
a law—(a) statue, (b) statute 
as a result—(a) therefore, (b) therefor 


. aid—(a) assistants, (b) assistance 


ot me 02 bo 


. consent—(a) assent, (b) ascent 


~~ 


. before—(a) formally, (b) formerly 


~l 


. costly—(a) expensive, (b) expansive 
8. sedate—(a) staid, (b) stayed 

9. a portion—(a) peace, (b) piece 

10. the staff—(a) personal, (b) personnel 


WORD DIVISION. Indicate the preferred 
point or points for dividing the following 
words or expressions if they should fall near 
the end of a typewritten line. 


=~ 
we 


separate September 15, 1952 


advantageous 7. brought 


. already 9. knowledge 
beginning 10. 1600 Broadway 


l. 

9 

ae i BS 2 

3. intercommunication 8. 7 lb. 5 oz. 
4 

oo. 5 


Key to teasers on page 53 
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Another story about the Hamilton Typewriter Company by Elizabeth George Speare 
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Which Award 
Will YOU Win? 


BY FLORENCE ELAINE 


unusual experience 


HAD an 
lately,” a 


wrote us. 


secretary recently 
“I found it necessary to 
transcribe a notebookful of dicta- 
tion that a stenographer had taken 
and then, when she suddenly be- 
came ill, was unable to get out. 
Since 1 knew how important that 
dictation was, 1 volunteered—with 
fear and trembling, I confess—to 
transcribe it for her. 

“Marie's notes beautiful, 
and my ability to read them saved 
the day! I asked her later how she 
learned to write such beautiful 
shorthand, and she told me about 


were 


her practice for membership in The 
Order of Gregg Artists. I am now 
submitting my notes for member- 
ship. After that experience, | know 
the importance of improving short- 


hand penmanship for just such 
emergencies! 
“Incidentally,” she continued, 


“both Marie and I received a $10 a 
week raise as the result of that 
episode—and because of the con- 
tract our company won through 
prompt submission of the bid!” 
This is just one of many letters 
we have received that demonstrate 
one of the greatest needs in short- 
hand: learning to write legible 
shorthand fluently so that you can 
transcribe it quickly and accurately. 


Ir is TRUE that a secretary must do 
many things in an office besides 
taking dictation and transcribing it. 
There is probably not a day that 
passes in which ingenuity and ex- 
perience are not called upon to 
handle some new situation. Young 
people just entering business cannot 
hope to have the “know-how” of an 
experienced secretary, but they can 
learn the essentials more quickly by 
reading a good secretarial magazine 
and by continued practice to im- 
prove their office skills. The fine 





ULRICH, Director Gregg Awards 


program of tests and awards offered 
in Topay’s SECRETARY not only pro- 
vides a goal, but offers attractive 
certificates and pins to those who 
reach it. 


THe Orpver or Greco Artists—the 
largest organization of shorthand 
writers in the world—has more than 
a million members. The first goal 
for shorthand beginners is the 
Junior OGA Test. This test requires 
that you be able to write fluently, 
with smooth joinings, accurate for- 
mation of characters, right propor- 
tion, size, and slant. If you have 
reached this degree of skill, you can 
qualify for the Junior OGA Cer- 
tificate or Writing Progress Pin. The 
Writing Progress Pin is 24-karat 
gold-plated, satin finished 
hand-burnished to make it 
more attractive. 

Advanced shorthand writers will 
want to try the OGA Membership 
Test. Practice the test for a good 
writing style. Examine your notes 
frequently for faulty formation, 
failure to maintain proportion in 
the length of strokes and size of 
circles. As soon as your notes show 
sufficient improvement and you feel 
that they would meet the standard 
of fluency and accuracy for mem- 
bership in the OGA, send them to 
us in accordance with the instruc- 
tions published with the test. As a 
member, you will be entitled to 
wear the beautiful Gold Emblem 
Pin, worn by outstanding Greggites 
around the world! 

Mastery of a good writing stvle 
requires that you be able to see the 
difference between an accurately 
written blend or hook and an in- 
correct one. It will be easier to de- 
velop a “seeing eye” for shorthand if 
you use the Gregg Shorthand Cor- 
rective Slide, which you already 
have found described on page 5. 


and 
even 
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Develop fluency in shorthand as 
quickly as you can. Recently we 
started teaching shorthand to a 
young ex-Marine who normally 
“prints” in longhand. His first at- 
tempts at shorthand were crude, 
but after an hour and a half’s prac- 
tice, he was writing many outlines 
with as good a degree of fluency 
and accuracy as some veteran writ- 
ers! Learning to write good notes 
does not take so much time—it re- 
quires attention and practice, but 
this attention and_ practice 
prove very much worth while. 


will 


OuR NEW-STYLE JUNIOR TESTS will 
help you hasten development of 
fluency in writing, concentrating as 
they will on certain features for 
special practice each month (it’s 
pr, pl, br, bl blends in this month's 
Junior Test, page 28). First get a 
good mental picture of how a char- 
acter is made; then write it swiftly 
and smoothly—with one sweep of 
the pen. 

Take a one-minute warm-up 
(from dictation if possible) be- 
fore making your final test copy on 
these blends. Write continuously 
and fluently, maintaining good pro- 
portion, slant, and formation. Pr 
is half the size of bl, and (con- 
versely ) bl is twice the size of pr; | 
is twice as long as p (see please), 
and b is twice as long as r (see 
bright ). 


AN EXCELLENT PROGRAM to improve 
your typing is also provided in To 
DAY S SECRETARY, and attractive cer- 
tificates and pins are offered to 
participants. 

The Competent Typist Test is 
excellent for developing accuracy 
and speed. A few years ago a secre- 


All clubs of test papers should 
be accompanied by a typewritten 
list of names to expedite check- | 
ing and assure accuracy in mak- 

| ing out certificates. June copy is 
good as membership tests for 
OAT, CT, and OGA awards until 
receipt of the October, 1952, 
issue. 


A fee of 10¢ is required with 
tests submitted for certificates, 
except for the Superior Merit or 
the Attainment Certificates, which 
are 50¢ each. Pin awards are 25¢ 
each. Applicants for both certif- 
icate and pin should remit 35¢ 
to Gregg Awards Dept., 330 W. 
42 Street, New York, N.Y. 











Material for OGA Tests 


Junior OGA Test 
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OGA Membership Test 
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INSTRUCTIONS: Copy the tests here 
in your best style of shorthand, trying 
to make your notes look as nearly as 
possible like our expert penman’s notes 
above. The tests may be written in one 
or in two columns, on your regular note- 
book paper or on any other stationery 
that will allow you to do your best work. 
Ruled paper helps keep your writing 
uniform, 

The Junior Test is offered to enable 
the writer to see whether he is practicing 
correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who feel 


28 


yo ihe Et 


se 
7, 


that they have developed a good practical 
style of penmanship that will assure ac- 
curate transcripts on the job. Acceptable 
specimens entitle the writer to member- 
ship in the Order of Gregg Artists (OGA) 

Test papers are judged on (1) the 
smoothness and fluency of the notes; (2) 
the formation of the characters as to 
proper curve, slant, and joining; and 
(3) the correctness of proportions main- 
tained throughout the specimen sub- 
mitted. A “Key to the Marking of OGA 
Tests” is returned with any failing papers. 
which gives detailed criticism of the 
faults of style noted by the examiner. 
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tary of considerable experience en- 
tered school for a_ three-month 
“brush-up” in typing only. Her 
position, she explained, had been 
mostly managerial in recent years 
and did not require much typing, 
“Secretaries, she said, “should 
maintain their basic skills! They 
cannot afford to have youngsters 
right out of school applying for jobs 
with speeds of 60 to 70 words a° 
minute and write only 50. them- 
selves! 1am frequently called upon 
to train young people, and I must 
have a typing speed superior to 
theirs if 1 am to maintain a superior 
position. | want to write 100 words 
a minute.” 

Within three months after be- 
ginning the Competent Typist 
speed training program, she was 
writing 100 words a minute with 
not more than five errors on a ten- 
minute test. 


ANOTHER ORGANIZATION of 
with 


merit, 
thousands of 
members all around the world, is 
the Order of Artistic Typists. To 
qualify for membership, you must 


hundreds of 


be able to make an accurate and 
artistic copy of one of our tests— 
the kind of typing done by a first- 
rate secretary. Read the sugges- 
tions (page 46) and try the OAT 
Test this month. If vou qualify, you 
will receive your Membership Cer- 
tificate, which allows vou to wear 


the gold OAT Membership Pin. 


OTHER SHORTHAND TESTS, including 
theory and speed tests, are avail- 
able to teachers and heads of office 
training units. These tests are pub- 
lished in Business Teacher, a maga- 
zine supplied free upon request. 
Any instructor who wishes copies 
should send a post card to Business 
Teacher, 330 West 42nd Street, 
New York 36, being sure to give 
the name and address of your 
school or firm. 

Every award—right up to the 
Diamond Medal for 200 words in 
shorthand—testifies to your progress 
and better-than-average accom- 
plishment! Fall is a good time of 
the vear to get started on a train- 
ing program for self-improvement. 
Whether you are striving to im- 
prove your work in the classroom or 
earn a promotion on the job, the 
tests and awards will encourage and 


reward your progress! 
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Double-Duty Dictation 


DUTY ONE: To review the principles of the first two Chapters of the Manual. 


by DR. A. 


r 


vt 


\X 
“ty 


NN 
an 


wi 


(4 Ns 


NAN 
a x 


rt 


WN} 
‘4 


Wt 


\ 


rn 


s\) 


of 


E. KLEIN 


The letters given are 


not 


packed,” but contain at least one example of every 
new alphabetic character and new principle presented in these chapters. 


(The 


same plan is being followed for the next eight chapters, to be presented in our 


coming issues.) For 


“packed” 


dictation, which is often used to help the student 


learn or master the principles being presented, see the author’s book, “Graded 
Drills in Gregg Shorthand Simplified.” 
writing. Practice the preview words (the key to these shorthand forms is provided 


by the words in italics) ; 
The word count is given every 20 


rates. 


Chapter I Dear Peter: I fear the 
price of silk will not go lower. My ad- 
vice is to buy in three di ys, as it is 
thought prices*® will start rising again. 


Cecil 


Dear Ted: I am getting ready for the 
campaign, which will start on the 
15th.4° My sister says Fred Smith will 
help in drawing the posters. 

Trv to have the mailing list ready 
well before our meeting.*® R: Ly 


Dear Ed: I am going abroad with my 
daughter Helen. As she will need lots 
of clothes for the trip, I shall*® have 
to be going shopping with her on the 
12th. 

I might not get back by the hour 
of our meeting. If I cannot! make 
it, I will call. Sam 


Dear Dan: I shall be in Dallas on the 
10th and shall be stopping at the Baker 
Hotel.!2° If it can be arranged, I will 
trv to see the head of the Dixie Branch 
on the following di LV. 

As I pli in to!#® have my private sec- 
retary with me, Miss Cole need not 
be at the meeting. Neil 


Dear Tom: The Veterans of Foreign'®” 
Service are having a rally at the John 
Jay Hall on the 7th. 

Roger Green will give the main 
spe och. As it'S® will deal with the 
military man in politics, a topic on lots 
of people’s lips these davs, it is to 
be2!° broadcast. There is talk even of 
having the meeting televised. 

The notices are to be in the mail at 
least?2° eight days before the broad- 
cast. Al 


Dear Paul: I am sorry to say I am not 
going to buy Ralph Miller’s chicken24° 
farm, for I cannot raise the capital to 
pay the price he is asking for it. 

My dad tells me there is a chicken*®°® 
farm near Erie I can get for half the 
price. Before I buy it, though, I feel I 
need the benefit of more2*® good ad- 
vice. Will my pal Paul visit the ie 
with me? 


Call me in the evening so a day for 


our visit can be® set. Cy (301) 
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“average 


e DUTY TWO: To build speed in 


then take the letters from dictation at faster and faster 


*” words, 


Chapter II Dear Sir: Because 
materials were not received by our 
factory for twelve days, I have not 
been able to*® ship you the supplies 
vou desire. 


raw 


I can safely say that you 
will have these supplies by the 25th. 
Yours truly,*° 


Dear Lloyd: As a token of my appre- 
ciation of your Cco-ope ration, I am mail- 
ing you a special" type of pencil. Be- 
cause of our heavy fall mail, there may 
be a little delay before vou receive it. 

May you*® have a most happy va- 
cation. Ri: ilph Mature 


Dear Sir: May I express my sincere 
appreciation of your choice’ of the 
Hotel Palmer on your trip to Miami 
Beach. It was an honor to have been 
of service to you and!*° your family. 

On your annual visit to Miami 
Beach, the Hotel Palmer will be most 
happy to have'® you here again. Our 
staff will be ready to give you the same 
efficient service it has been giving all 


our guests'™® for vears. Yours truly, 


Dear Sir: My sincere appreciation for 
your check for $80.70. 

I'S° notice that it is $10 less than 
the total shown in the bill. I thought 
you might have made a mistake, but 
12 recall saying I would repay you 
for the fre ight charge. 

Please mail me a copy of the paid 
freight bill so that I may**° have it on 
file. 

It is my sincere hope that your han- 
dling of our goods will get vou the 
business you desire. Yours truly,?4° 


Dear Sir: In rearranging our exhibits, 
I noticed that your goods were soaked 
by the heavy rainstorm of the2®® 20th. 

As you know, our corporation takes 
all the precautions it possibly can to 
avoid an occurrence=™ like that. But 
despite our precautions, a storm often 
occurs in the fall of the year from 
which there is no*®® protection. 

I will see to it that your loss is re- 
paid. My principal reason for writing 
you is to have you tell’?° me if you 
will re place these goods for your dis- 
play before the opening of ‘the fair. 
Yours truly, (337) 
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September Competent Typist Test 


(To compute speed, note the number indicated at the end of the 


speed, divide total by number of minutes; or, 


Words 


Our new business home is known as 
Lever House. Many designers have told us 
that it is the finest and most modern office 
building in Manhattan. It was not our aim, 
however, to have just an unusual building 
or a smart show place. Lever House has 
been built to work in. 


A good factory is planned around its 
machinery and processes and to make the 
work easier for the people who have to 
do it. To our way of thinking, an office 
building deserves the same kind of 
functional planning. 


This building was not put up just to fill 
a site or to bring in rent. We asked our 
builders for the best possible working con- 
ditions for 1280 people doing certain kinds 
of jobs. Lever House is the building that 
grew out of our specifications. 


Everybody likes an office with a window. 
Why not have an office that is all windows? 
When you turn windows into walls, every 
worker can have natural light if the floor is 
small enough. Above the ground floor, we 
needed only one large floor for a number of 
our service departments. So, above the 
second floor, the building was set back 


became a tower of small floors, walled 222 


with glass. 


We found that glass has many advan- 
tages. Glass is cheaper than the common 


types of wall construction and easier to 2 


replace. Of all solid materials, glass is the 
easiest to clean. The entire outside of 
Lever House, top to bottom, can be washed 
by two men in a week, and at less expense 
than washing the windows of a conven- 
tional building of the same size. 


The blue-green glass lets in the sunlight 


but shuts out about a third of the heat of 3 
the sun. And our glass tower is sealed tight . 
against dust and grime, keeps cleaner in- 3. 


~ 


fast line you coptead 


tor each error before dividing by number of minutes.) 


completely and add 1 for each additional 5 strokes typed. To get gross 
to get net speed, subtract 10 


Words 


side. The offices in Lever House are quiet. 
The mail conveyor system does away with 
numerous trips from floor to floor. This 
reduces distraction and noise and, at the 
same time, raises efficiency and lowers 
fatigue. 


On the inside of Lever House, color has 32 


been used not merely for appearance but 
to establish a better working environment. 
Desks and office fixtures are finished in a 
new beige, a warm tan-gray. The chairs 
have bright seat coverings of many colors. 
Walls are tinted in soft, gay pastels. Each 
floor has its own color scheme. The office 
atmosphere is relaxed and quiet, which 
helps people to feel more at ease and to 
think better. We feel that every office in 
the building is a pleasant place to be in and 
a better place to work in. 


In our offices, much thought has been 
given to the complaints we have had from 


our women workers. Their desks now have 5 
rounded legs and corners that will spare : 


nylons. And desk heights can be adjusted. 


The workers in Lever House need not 32 
leave the building at lunch time. A large 53s 
and attractive cafeteria on the terrace floor : 
serves a variety of lunches at low prices. 55 
Outside the restaurant is an open, land- 5 


scaped deck for lunch-time leisure and 


recreation. An attractive lounge for our 5 
many employees is situated on the 5 


floor below. 


On the first floor we have test kitchens 
for our food products, and a small audito- 
rium to be used for staff meetings. Our new 
reception room is intended to make our 
visitors more comfortable, and our lobby 
and court will be sure to be of interest. As 
you become accustomed to Lever House, 
we believe you will like it as well as we do. 


(If 


Adapted from material written by the Advertising Department of Lever Brothers Company 
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340 
348 
356 
365 
373 


374 


590 
598 
606 
615 
623 
631 
640 
648 


657 


necessary, repeat from the beginning to complete a ten-minute test.) 
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Transcribing Speed Practice 





(The material below is the same 








as the C.T. Test across the page, and it is provided so that you can test and compare your spec 


and from shorthand, Compute your rate on this word-counted material in the same way you do when 
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BY HELEN WATERMAN 


WHEN CLAIRE DAWES ZL a is Qe 
o Sox Q 7 a Z oo 
J) x. 1? ante-* @r od, ¢/ 
aa 4 OO DP mar > i a Y? 
Cee “~ € a2. vo 











Claire smiled as she saw 
the puzzled look on the 
face of the scientist. 
At least the inscription 
wasnt an advertisement 
for Pharaol’s Phosphate! 


MESSAGE FROM THE PAST 
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(Continued on page 48) 
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MILITARY TERMS IN 
A 


UM. 


Here’s how to write common Military expressions 


(Concluding the series from the May, 1952, issue) 


grenade launcher “te. 
—_ 
smoke grenades» _ 2 2- 
a 
guard duty -D 2 
guard house —s 


guard mount 
guard rosters 


guided missiles SF 

gun crew oo wn? 
@ 

antiaircraft gun i ie 

antitank gun ai oe 

machine gun = Ss 

submachine gun 27 “ _ 

a4 


Headquarters, First Army o, Oy 
Headquarters, Military 4 Yy 


District of Washington t 
Army headquarters Ol ¢ 
brigade headquarters le 7.) 


division headquarters 


- Pal 
Ly vs 


regimental headquarters 
gimenta quar e . C yo) t 
og 


C 
your headquarters ef 
honorable discharge < q 


/ 


cessation of hostilities Fe 


gt »7T 
ca ? 


general headquarters 
GHQ 


post headquorters 


this headquarters 


end of hostilities 


in accordance with the 


——t 
< 


provisions of J 


in confinement 


: ) 
in the order ramed Oo, al 


incendiary bombs 
a jm 
( ai 


2, 
(27 


i v4 
— 


second indorsement 


Airborne Infantry 
Armored Infantry 


Glider Infantry 
Mountain Infantry 


Parachute Infantry 


5 od 
heed wine ee 


leave of absence ic a 


Manuol of Arms ee 


memorandum receipt _—— p> 


se / 


land forces 


mess management 
officer's mess 


message center 
military activities 


ey, 


military establishments 
military forces eg 


military history —<fpfr 
military installation ef 


military 


missions _ eee 
military observation — % 


military occupation _—e@ «7 
a 
military prisoners _ ¢ 
ty 
c 
military strategy — — 7 
military transport —-7 
name, rank and as + 
seria] number 
national security _ 
neutral territory ba QP 
> 
not earlier than —t 2 


not favorably considered Z 
ws 


not later than — ae 
observation post 2 

¢ 
occupied area 
occupied territory 


official business 
official investigation 


olive drab —/% - 
one pounder A “a 


in support of military > 
operations 


—— 
mine-field operations + 
D7, 
tactical operations a7, SF 
Y 
2 


outstanding heroism in - 


joint operations 


operational plans 


action against the enemy J oe 
outstanding performance J) C 
in action c 4 
j 2 ” 


ia 
ne 
fae 


ssenger-corrying cars La 
bo 9 y'ng oe 


permanent station 77 


communications platoon 7 - 
ia 


J 
6 

C9 

leg 
procurement authority <<” 


proceed without delay GD ae 


overseas expedition 
overseas service 


parachute pack af? 


parade rest 


physical examination 


military-police platoon 
port of embarkatién 


Post Exchange 
prisoner of war 


proving ground 
pursuant to Department of Gor 
Army orders ai 


rail head i 
rail transportation LZ, 


range-finder 
field ration 


flight ration 


(aor 
ef 


ot 
oF 


armored cavalry regiment Q/’-9 


artillery regiment ait ra 
infantry regiment + re 


garrison ration 


Red Cross 


armored regiment 


medical regiment 


quartermaster regiment ae 4 
report of survey ‘% 7 
a 
amm t t 
unition repor Gg 2 ta 
daily sick report 
“a 
9 
efficiency report 7 
reserve units a 
et 
Army Security Reserve 24. _ 
Military Intelligence F e 
, L-~E_ 
Reserve el 


a 2 


PE, 


Organized Reserves 
Garand rifle 


Oax2 
_ > 
recoilless rifles «te + __ Lg 
rocket launcher deceit J 
— 


assembly room 

y rt 
orderly room a 
,yY 


shot room 
squad room 


extremely meritorious serviceg, se o- 
F 

Service clubs V7 

f 


« 


¢ 
service record — 4. 


< 
Service School sn 


c 
Army Recreational Service CQ. > 


branches of the Service G < 
“a 3 


Chemical Warfare Service —>— 

2 oy 

detached service < 

Distinguished Service Medal ~~ 

foreign service ) ¢ 
aA 


¢ 
prior service 


Selective Service € _ : 

C 
Selective Service Act @ Pm 
term of service a 4 


Administrative Services 
5 


special services g 


Nn 


technical services wea 


oe 
smoke generators 2 ~~ d Or 


sleeping bag 


small arms 


smoke pots 2s 


OAT 
i. 


sound ranging 


spare parts 
special orders 


ammunition squad <7 __ 7 eal. 


demolition squad 
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machine-gun squad 
, oe 
strategic direction ¥ 


rifle squad 


strategic plans 4 


subsistence allowance 


+ 


oO 


surrender terms 


Tables of Organization 
tactical organization 


heavy tank 
light tank 


medium tank 


—s 
g@— 


fea 


target range 


target report 


technical information ow 
oT 
a” 

wm 
to note and return ( 

2 
troctor truck fn 
-” 

g 
high-speed tractor ome 
training manual pa ue 
training program a Cc —~ 
training regulations ~S>_ ’ 

j 


) 
transfer of accountability .< g 
transport vehicles Pd 
Y 
& 7 


travel directed is necessary 


motor transport 


t. 


ES 
- 


in the military service 


v4 a 
trench mortar pe— 
troop train aay 


troop transport 


(fa 
o - 
reconnaissance troops iat 3 
c 
fat § 
# 
< aq 


under arrest 2 fa 


United States Government 7 
United States of America G 
c 


enemy troops captured 
parachute troops 
service troops 
signal troops 


special troops 


under the provisions of 


war of attrition a “dl 
- wv 


guerrilla warfare 


jungle warfare 
psychological warfare ay 


subversive warfare 44 
automatic weapons 


wire-mesh fence OD , 
barbed-wire entanglements &, 


barbed-wire fence 
—_ 


low-wire entanglements 


trip-wire entanglements 


‘= 


zone of interior 


wu 














Substituting for the 
president’s secretary on Jean’s 


first day at work gave her... 
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BY JULIA W. WOLFE 
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For your good looks this fall. we suggest 
this go-everywhere turtleneck dress made of 
Milliken’s Lorette fabric a washable 
Orlon and wool blend — in a tweed pattern. 
Sizes are 7 to 15; colors are navy, rust, and 
gray; and the price is $29.95. Write 


Youth Guild. 1407 Broadway. New York, for 


the stores near you carrying this style. 


















ee ae 


\ stand-by casual for fall is this 100 per cent wool dress 
with inverted dart detail at the neck. perky cuffs, 

and peg pockets. Available in gray, brown, red, and 
gold tweed. it comes in sizes 10 to 16 and 9 to 15. It is 
priced at $22.95. If you can’t find this style locally, 
write Pat Hartley, 1400 Broadway. New York, for 

the names of other stores carrying it. 


( MMs dor Fall Flattery 
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Cool, crisp days and bright autumn leaves 

will soon be inviting you to step out to work in 
smart new fashions made of the new cotton 
tweeds, miracle Orlon fabrics, and wondertul 
wools. You will be delighted with the new 
styles—the convertible necklines, the popular 
rib-knit trim, the waistline interest, and the 

smart but comfortable tailoring. Try the 

outfits on these pages to make you feel and look 


the part of the pertect secretary. 





Career girls will dive in this yarn-dyed brown flannel 
suit with brown-and-white checked skirt and trim. 
The fabric is Lorette by Milliken, which looks like 
worsted and has the added virtue of washability and 
sit-proof pleating. Priced about $50. the suit is 
made by Sandra of California (217 East 8th Street, 
Los Angeles) and comes in sizes 7 to 15. 
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This tailored tweed jumper is edged along the closing with wool 
rib-knit—the fabrie of the blouse—and has its own wide 

leather belt. Styled by Jo Collins, 905 Washington Street, 

St. Louis. The jumper retails around $18. the blouse around $7, 
Both come in sizes 9 to 15. in tones of beige and gray. 





Washable cotton tweed. with the look and feel of wool, is 
used for this scoop-neck dress—velveteen for the detachable 

, dickey. Priced at $17.95. it comes in olive green, royal 

blue, rust, and red with black fleck: sizes 10 to 18. Write 

Majestic. 1410 Broadway. New York, for stores neat 


a 





Courtesy, St. Louis Fashion Creators 


vou. 


{n open neckline framed in a wide collar of rib- 
knit sets off this corduroy dress by Carole 

King. 1641 Washington Street, St. Louis. You'll 
like its $13 price tag and its lovely shades of red, 
blue, and brown. Available in sizes 7 to 15. 


Courtesy, St. Louis Fashion Creators 


ok — 





\ well-cut acetate and rayon gabardine coatdress to 
carry you through those warmish fall days. Stitching 
detail accents the bodice and midriff. Priced under 
$13, it comes in sizes 10 to 20, 10% to 20%; colors are 
red, beige, green. and blue. For where-to-buy-it 


details, write Nelly Don, Box 616, Kansas City, Mo. 


89 
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F VARIETY IS SPICE, there will be nothing dull 

about Fashion's fall hairdos. Long or short, your 
tresses can be adapted easily to one of the new, 
becoming coiffures. 

We have sung our dirge to the passing of the pood!e 
curl, last spring's darling. The basic story of this sea- 
son’s hairdos deals with what is being done with the 
remains. Perhaps even if you didn't adopt the short- 
cropped curls of a poodle cut during the summer 
months, you did have shorter-than-usual locks. If this 
was the case, there's good news for you in the latest 
trends. Your hair is probably just the right length—the 
new five-inch length that is scheduled to be most 
stvlish this fall. 


AMONG THE CHANGES you will notice are that fluid, 
rolling waves rather than curls, and a_ brushed-out 
softness rather than clear-cut design, characterize the 
new styles. Waves are wider and hair is softly 
brushed back from the sides of the face. The tight 
poodle curls are often transformed into a soft baby 
pompadour. Bangs are back, too! Not a harsh, straight- 
across-the-evebrows fringe, but bangs curled high on 
the forehead, fluffed bangs, or tiny gently curled hair- 
line wisps, the merest suggestion of bangs. The hairdos 
on this page are suggestions for handling ex-poodle 


cuts. 


MICHEL of Helena Rubinstein designed these 
two styles for the new “five-inch fluid coif.” Below 


is his Petal-Wave Coiffure. Note the low side part, 


the soft bangs that roll forward, and the deep 
soft waves swept back at the side. 


Head Start 


Although the most stylish hair is still kept fairly short, 
long hair is very much in the fashion picture. The 
longer lengths often are seen in modified page-boys— 
the epitome of neatness when kept sleek and well 
brushed. Also popular are styles in which the hair 
is drawn up and back. The ends may be looped into a 
neat, high, off-the-neck coil. Often they are arranged 
in a high mass of end curls. 


NOW WITH ALL THESE SUGGESTIONS, perhaps youre in 
the mood for a different hairdo yourself. Then what is 
the stvle for you? Well, let's first determine your face 
shape, the basic factor in deciding which style is best 
for vou. Draw your hair back tightly and study your 
facial outline in the mirror. If it’s oval, yvou—lucky 
girl—can wear almost any style. If you're not so for- 
tunate, do a little camouflaging with the styles recom- 
mended here. 

Thin faces look best with full waves at the fore- 
head and the side hair swept back in a softly waved 
manner that is not too severe. Long hair should be 
kept collar length with soft, below-the-ear curls to 
broaden the chin. A low side part is usually most 
flattering to this face, although a girl with well- 
proportioned features may look very charming in a 
center part if the hair is waved softly on each side 
of the part. 





“eS 
S 


} 
peo > Fi 
+ jaa ¢ 


a 


i nen 


THE NEW Portrait Coiffure. of Michel's (above) 
has a smooth crown and a part starting low on 
the head behind the soft. broken pompadour. 

The side hair is arranged in large. deep waves 
that are brushed smooth in the back, 








-> Kor Beauty BY MARGARET McCLANE 


A round face looks best in a hair stvle that adds 


t height to the forehead and length below the face. 
” This calls for a side or side-slanting part, sleek side 
= waves with a definite upswing, and fullness—high 
M curls or fluffed bangs—at the crown of the head. 
sd Avoid temple interest. 
. A square face needs softening. A dipping half-bang 
d or a modified pompadour with a broken line will 
offset the square look. Your aim here is to avoid a 
definite straight line across the temples, or a flat-top 
‘ effect. If youre proud of your square contour, how- 
4 ever—and many square faces are very striking—you 
, may want to try the new  partless, brushed-back 
stvle. Hair is then best if kept lobe-length, with a 
‘ slight fullness gained from softly waved turned-under 
‘ 


ends. This style usually gives a square face a clean- 


cut, intense look. 





WE EARNESTLY suGGEsT that vou go to a trained hair- 


dresser for that all-important shaping. You will have Pee. ee ee) ee eee ee 


dipping waves broaden the chin line of this narrow 
precise snipping. And then why not bolster your new face and give the forehead width and interest. 


a neater. easier-to-care-for coiffure because of his 


stvle with a home permanent? If you are planning 


to follow the vogue for softly waved hair, you'll be cme ce 
eager to try the new Bobbi kit, a no-neutralizer pin- ee i 
curl home permanent designed to give soft waves Me 


instead of tight curls. 





ROUND FACE: This girl has camouflaged her low fore- 
head with soft, high bangs. A straight-line effect 
at the sides of her face helps slim her plump cheeks. 


SQUARE FACE: A fetching side-dip wave breaks the 
square outline of this face and lobe-length, fluffy 
curls add softness to the chin line. 
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ihe Patterned for 


ome 


today’s secretary 


A pleasant cure for budgetary malnutrition—these easy-to-make fashions. 

91S1—Try this in a new cotton tweed with short or three-quarter sleeves. 
Sizes 11 to 17. Size 13 takes 4.1.8 vards of 39-inch fabric. 

1643—A trim, tailored blouse with French cufls. Misses sizes 12 to 20 
and size 40. Size 16 takes 2 3/4 yards of 35-inch fabric. 

9313—Side-buttoned jumper and blouse outfit. Sizes 12 to 20, 30 to 42. 
Size 16 jumper requires 3 3 8 vards of 39-inch fabric; the blouse needs 1 5/8 
vards of 35-inch fabric. 

£50S—Mix ‘n match separates. Slim skirt and weskit with arched hipline- 
flaps to insure a wee waist. One vard of 54-inch fabric makes either the 
skirt or the weskit. Sizes 12 to 20. 











Q vs : 
































12—20; 40 






Each Takes 
One Yard 
54" 








‘ “- . . | 
Send 35¢ in coins 


| for each pattern to: 





| Today’s Secretary, | SIZES 
Pattern Department, | 12—20 
243 W. 17th Street, 30—42 





| New York, New York. 
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SHOPPING 





HOPE YOU HAD as wonderful a 

summer as I did and are back to 
work with all the post-vacation vigor 
your boss expects. That’s the one trouble 
with vacations—you work so hard cram- 
ming all your fun into those two weeks 
that, comes the time to return, and— 
whew!—you're weary enough for another 
one—a rest vacation this time. But the 
pile on my desk and the this-is-a-rush-job 
look on the boss’s face really mean vaca- 
tion 1S Over. 

So-o-o, back to work! Heaps of mar- 
velous new products have come across my 
desk, and I want to tell you about as 
many as possible. 


Beautiful Book Keeper. Perfect for your 
fice (or home) library is this rich-look- 
v, light but sturdy book rest in black- 





finish wrought iron. The legs are rubber 
tipped, to avoid scratching desk finishes. 
[his modernistic book rest (style 2351) 
costs $2.25, plus 15c postage and is avail- 
able from Amy Abbott, Inc., 344 West 
52nd Street, New York. 


Bountiful Book. And for your new 
book rest a 1952-new book for and about 
the American secretary. This delight- 
fully humorous, yet genuinely factual por- 
trait of you will be of interest to every 
secretary — beginning, experienced, even 
executive. The book is “Kitty Unfoiled,” 
written by Anson Campbell, and pub- 
lished by Reuter & Bragdon, Inc. It sells 
for $3.75 and can be ordered from the 
publisher at 612 Wood Street, Pittsburgh 
22, Pennsylvania. 

Want to know how to get, hold, and 
enjoy your job? “Kitty Unfoiled” will not 
only tell you how but will he ‘Ip you 
gracefully over the hurdles. No; it’s not 
a handbook or textbook, but simply a 
lively account of the evolution of the 


secretary, with Kitty as the heroine. 


Scent Toter. Bourjois has introduced Eve- 
ning in Paris liquid skin-sachet in a new 
spillproof “tip touch” purse container 
that’s priced at $1.50 plus tax. Just touch 
it to your skin and rub in this delightfully 
scented, long lasting cream perfume. Safe 
for purse portage. Ideal for gifts. 





Smart Set. A genuine top-grain polished- 
cowhide bag and matching belt will spark 
up your fall tailored outfits. The Valiant 
shoulder bag (so handy if, like me, you 
usually have a book or bundles on the 


homeward trip) and the waist-whittling 





belt both have handsome bzass emblems. 
They are available in black, green, or red. 
The bag sells for $7.95, plus $1.59 tax 
(total $9.54), and the belt, $2.79, no tax. 
They can be ordered from Muriel Dun- 
can, 321 Ninth Avenue, Haddon Heights, 
New Jersey. 


Pin-Curl Permanent News. Bobbi Pin- 
Curl Home Permanent now has a built-in 
neutralizer to save you one more step in 
the home-permanenting procedure. With 
Bobbi, 
either; instead of rod curlers, you set your 
hair in regular pin curls. The new Bobbi 
sells for $1.50 and is designed to give you 
soft waves instead of tight curls. 


there’s no resetting necessary, 


Accessory Pluses. Accessories can do 
wonderful multiplication tricks with your 
wardrobe. As a for-instance, we suggest 
the clever change-about shown here. An 
attractive Glentex scarf fills in the open 


neck to display a Coro antique-gold 


medallion necklace, threaded through the 





buttonhole to fame a fob effect. The 
Bgace for $3; the Coro 
1; and the matching Coro 


scart (£2707 
necklace, for 
bracelet for my 
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Bargain in Scents. Two famous Char- 
bert fragrances—Breathless and Fabulous 
—are contained in the new “Two by Two” 
set, which holds a half-ounce bottle of 
Eau de Toilette in each fragrance plus a 
full dram of perfume in each fragrance— 
all for $2.50. You'll want to kee p this per- 
fume set in mind for gift giving, too. 


Beauty at Hand. Smart gloves add zip 
to anv costume. For your fall wardrobe, 
Shalimar’s shorties (stvle 
£2691) with contrasting color trim be- 


investigate 





tween the fingers and on the cuff. Phey 
are made of double-woven nylon—pretty 
and practical—and retail at about $2. If 
you cant find them locally, write to Shali- 
mar, 437 Fifth Avenue, New York. 


Red Candidate. With all the election 
hullaballoo, Jacqueline Cochran offers a 
new candidate for fall—“Bandwagon Red.” 
Bandwagon is a clear, bright red that 
comes in lipstick for $1.25 and $2 and in 
cream or dry rouge for $1.50. 


(Continued on page 53) 





keep your lipstick 
on you 
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‘Lips 
lipstick protector 


Keep your lipstick off 
your veil, your napkin, 
your man! Keep it on 
you all day long by 
— brushing clear, 
liquid Nu-lips over 
your favorite lipstick — 
even the creamiest kind! 
$1 plus tax 


If unavailable locally, send $1.20 


to Renorr parfums ltd, 


120 w. 42ND ST., N.Y. €. 
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‘‘I’‘m sure 
of this 


stencil... 


it’s PROCEL 

by 
Remington 
Rand” 





She knows superior stencil results 
are certain when she reaches for a 
PROCEL Stencil. That’s because 
PROCEL’S sensitive plastic coat 
responds to any typing touch, light 
or heavy, to yield copies of uniform, 
print-like appearance. And “stencil 
eyestrain” ends as PROCEL’S white 
cushion sheet assures reading ease. 

PROCEL’S long, uniform runs 
save retyping stencils in the middle 
of a job. Their combined strength 
and sensitivity reduces cut-outs and 
type-clogging ... aids fast, non- 
detectable correction. Further, 
PROCEL is ideal for illustration, 
stylus and pen work! 

Next time you type a stencil, 
reach for PROCEL...and see how 
easy stencil typing for outstanding 
results can be. 


@ For a FREE demonstration and more in- 
formation, write Room 2379, 315 Fourth 
Avenue, New York 10, or call your local 


Remington Rand Business Equipment Center. 





Keep shooting 


| The best definition of a big shot I’ve ever heard was given by Christo- 
pher Morley, who put it this way: “A big shot is a little shot who keeps 
on shooting.” 


Persistency in the face of difficulty and discouragement is the price of 
success. Most successful writers will tell you that they papered their 
rooms with rejection slips before they rang the bell. Edison made over 
3,000 experiments and searched the face of the earth in an effort to find 
a successful filament for his incandescent light. The man who wakes 
up to find himself famous has not been asleep! He has been blazing 
away at his target! 


The story is told of a man who discovered what seemed to be one of 
the richest gold mines in the West. And then suddenly the vein of gold 
ore disappeared. His efforts to pick up the vein again were unsuccessful, 
and so he quit. The claim and machinery were sold to a junk dealer 
for a hundred dollars. The junk dealer consulted an engineer, who dis- 
| covered the vein of gold again just three feet from where the first man 
_had stopped drilling! Success is like that! Stop shooting, and you're 

licked! Keep shooting, and you may hit the bull's eye. 
—The 





Friendly Adventurer 





| 
Two Kinds of 
| Manuscript Ant 


HE BOSS finds a clipping like 
the one shown above. “That is 
just what I'd like our salesmen to 
read,” he says. “Tell you what: Sup- 
pose you set it up and mimeograph 

| a couple hundred copies.” 

The next day he hands you part 
of a manuscript he is writing. Like 
the illustration on the next page, 
it is covered with scribbles. 

“Changed my mind,” he confesses 
humbly. “Guess youll have to re- 
tvpe this page.” 

Two kinds of manuscript art, and 
today's secretary must be expert 
in both of them. 


tions and footnotes and for quota- 
tions of four or more lines. 

2. Line length—6 inches (say, 60 
pica, 70 elite). Center the line on 
unbound and -opbound manu- 
scripts; move the line 3 or 4 spaces 
to the right if the document is side- 
bound. 

3. Top margin—1 inch (type the 
page number on line 7). 

4. Bottom margin—1 or 1% inches. 

5. Page number—top right. 

6. Footnotes—single spaced, bot- 
tom of page, separated from the 
text by a l-inch line that is pre- 
ceded and followed by a blank line. 


Ir is EASIER, actually, to set up a 
long manuscript than a short one. 
For a long manuscript, you follow 
standard rules for margins and 
spacing. For a short one, you have 
to plan and figure things out. 
Standard rules for many-page 
manuscripts (rules that would be 
used in typing the draft on the op- 
posite page, for example) include: 
1. Spacing—double for the run- 
ning context; single for enumera- 


WHEN YOU HAVE LEss than a full 
page of copy, as in the case of the 
Keep Shooting clipping, you need 
to know how long a line and how 
wide a top margin to use. So: 

1. Estimate the number of words 
in the copy. If you use single spac- 
ing, add 10 for each paragraph, to 
allow for the blank space between 
the paragraphs. 

2. Determine what length of line 
you will use, for good balance. 
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3. Determine the number of lines 
that the copy will fill—divide the 
number of words by the number 
you will get on an average line. 

' 4, Determine the line on which 
to start typing. The usual center- 
| ing method: 66 (lines on the pa- 
|per) less the number of lines (in- 
'cluding blank ones) you will use, 
the remainder then divided by 2. 

| To help you speed up the steps, 
‘here is a practical table: 





Double Space PICA Single Space 
Up to 100 40 ( 7) Up to 200 
101 175 0 ( 9) 201 350 
176 — 250 60 (11) 351 — 475 
ELITE 

Up to 125 50 ( 9) Up to 250 
126 200 60 (11) 251 — 450 
201 — 300 70 (13) 451 — 600 

Thus, you have a selection of 


copy with, say, 152 words. Your ma- 
chine is pica; you decide to use 
double spacing. For 152 words, the 
table says, use a 50-space line, on 
which vou will average 9 words a 
line. The copy will take 152: 9 


17 lines. In double spacing, there 
would be 16 blank lines; so, you 
need 33 lines. Now, 66 — 33 — 
33 -: 2 = 16%. You start on line 16. 


Are YOU a MANUSCRIPT EXPERT? 
Try the two problems that are 
shown. If you make a fine arrange- 
ment of the clipping (which is this 
months Junior Order of Artistic 
Typists test), you can earn a cer- 
tificate. If you can retype correct- 
ly the complicated draft below 
(which, incidentally, should be 
numbered as page 3), you can earn 
the Senior OAT award. 

[Rules about awards are in ihe 
Gregg Awards Booklet, which we 
shall be glad to forward if you 
will send a large, self-addressed, 
stamped envelope. | 

When you tackle the draft, be 
sure to read the entire selection be- 
fore you start to retype it. The 
only complex item in it is convert- 
ing the fourth paragraph into a 
footnote.—Alan C. Lloyd, Editor 
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(a)AUse a chair that can be\easily adjusted/for height to suit 
your requirements ; position it _so)that when you #4t erect directly in 


front of, themachine, both 
Z 2 
The backrest ~ should mm suppo 





feet can be kept flat on the floor. 
you comfortably to prevent fati ext 


and to permit free movement of your shoulders and arms .#(b)¥#Do not 
sit either too close to your machine or too far away, but in a posi- 
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Position of Hands. 





When your posture at the slber to wba wate 


you raise your hands to typing position, they should be centrally 


located on the’~“keyboard with your fingers directly over the guide 
sm 
keys, sonee—te-meke it,easy to reach and type on all the keys. It 


is unnecessary, howeves” to hold your fingers on these guide keys 
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LEVER HOUSE 


(Continued from page 17) 





each done in a different vivid color. 
The secretaries desks are metal, 
with no rough edges to catch ny- 
lons, and have glareproof linoleum 
tops. Desks are also specially styled 
for men and women. 

One of the things that particu- 
larly delighted us was the quiet. A 
sound-proof ceiling cuts out all the 
nerve-shattering, noisy confusion 
that is bothersome in large, busy 
offices. Miss Helen McNabb, who 
supervises the steno _ trainees, 
laughed as she told us how she was 
so used to having to outshout the 
clatter of the typewriters that, 
when she first moved to the new 
building, she found she was still 
shouting. 


Mary JEAN SHOWED US THROUGH 
the comfortable employee lounge, 
the lovely employee cafeteria, the 
modern medical department, and 
on up to the dream world of the 
twenty-first floor. This floor, con- 
taining the beautiful offices of the 
top executives and their secretaries, 
seemed to us to be the epitome of 
tasteful modern design. Low-hang- 
ing chandeliers in the corners of the 
rooms and fireplaces that actually 
work added to the delightful fur- 
nishings in creating a relaxed at- 
mosphere unusual in offices and 
conference rooms so occupied with 
big business plans. 

As we rode down in the elevator. 
Mary Jean pointed out another ad 
vantage of working for Lever 
Brothers. Employees can obtain 
company products—Lux, Lifebuoy,. 
Rinso, Breeze, and the other soaps, 
as well as Pepsodent and Rayve 
products, Harriet Hubbard Ayer 
cosmetics, Shadow Wave Home 
Permanents, Spry, and Good Luck 
Margarine—at reduced prices. “My 
roommates and I really save on 
these,” she added. 

Before we went out the door of 
Lever House into the hot, 
laden air, we took a last breath of 
the cool, clean air and a last look 
at the building’s attractive modern 
decor; and we agreed that Lever 
House certainly is a 
dream come true! 


soot- 


secretary s 


(You'll find more about this new show 
place in the Competent Typist Test and 
Transcription Practice on pages 30-31.) 
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A DAY TO REMEMBER BIRTHDAY GREETINGS 


(Continued from page 36) 
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NEW! THE BIG THREE 


THE VERY LATEST IN QUALITY CARBON PAPER 





Made Especially to Simplify Your Carbon Paper Purchases 


Ist: Kee Lox NEW CLEAN Carbon Paper 


BONE CLEAN. Will not rollmark on any machine. Copies will not rub, easy erasure, makes 
5 copies on 24-lb. legal paper. Tops for Accountants or for Executive or Drafting Depts. 
where positive cleanness is a must. Once used, all other kinds are positively out. 


2nd: New Medium Finish 


NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on paper used. 
This Carbon is perfect for regular Correspondence Depts. or for all systems of Purchasing 
or factory orders where medium weight white or colored forms are used. This carbon is 
exceptionally clean; also, the black coating on the paper will outwear the tissue it is on 
and that tissue is the strongest made. 


3rd: New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a necessity. Some 
firms are making 25 Copies at one operation on an |.B.M. Machine. IF used on Standard 
Typewriter with hard platen 20 copies can be made at one time if 10-Ib. glazed finish 
Onion skin tissue is used. This carbon paper is superior for manifolding on all soft or 
manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets #1 
Bone Clean Carbon; 6 sheets #2, The Perfect Economy Carbon; and 12 
sheets #3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 








6 aS 5 5 555 5 5 
| 
| Kee Lox Mfg. Co., Rochester 1, N. Y., U.S.A. SEC 3 
MAIL TODAY | Please send Free, without any obligation, samples as above to: 
| 
PLEASE low 
an 7 Street 7 
THA NKS | City State q 
| Se ‘ —— sinicilialacagiilieaiad 
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Just About Shorthand 


wy 2s 





ROMAGNA 


Official reporter of The White House 


R. JOHN ROBERT GREGG, If one is to talk about 
or discuss shorthand at all, he will find it only natural 
first to bring to mind the dean of shorthand inventors, Dr. 


John Robert Gregg. 


for many years. I admired him greatly; he was a fine and 


I was privileged to know Doctor Gregg 


gentle man. 

I wonder if, when he first gave his system to the world, 
he realized that it was so wonderfully versatile, that it 
was so adaptable to meeting the requirements of the 
individual mind, and that there were hundreds of ideas 
lying dormant in the system that could be put to use. 

Though we may uncover some of those ideas and claim 
created Gregg 
Shorthand, and that his whole life was spent fostering 


them as our own, let us never forget that he 


and nourishing it for you and for me. He bore the heart 
aches, the discouragements, and the personal ACTIMONY 
heaped on him—not we. We now enjoy the fruits of his 
difficult vears. It is always comparatively easy, once we 
know about something, to improve on it or change it. A 
number of inventions have been improved upon by some- 
one other than the inventor; but, if you will notice, only 
after that invention became a reality. 

To Dr. Gregg belongs the credit for any shorthand tips 


| may send your way, and it be longs to him for all time. 


WRITING SHORTHAND STANDING UP. Some day, if that day 
has not already arrived, you will be asked to take dictation 
while standing. Now is the time prepare for such a 
situation. In my work, | often have to get up from the 


comfort of a desk and chair and follow the President 
around while he is speaking, but to Gregg writers this is 
no problem; it can be done conveniently. 

Here is one suggestion: Get a piece of heavy cardboard 
a little longer than your notebook and strap the covers of 
book to it with rubber bands. You now have a portable 
table that, when held in the open palm of the left hand 
firmly steadied against the body, gives a nice support to 
the notebook and makes writing no trouble at all. Your 
right hand performs two duties—it does the writing and 
turns the pages. 

If you would rather use the notebook alone, it must 
have stiff covers. In this case, the left hand supports the 
notebook, with the thumb on the left edge as a stabilizer. 
The lower left corner of the book may be held hard 
against the body for additional support. 

Start writing a few lines down from the top of the page 
and turn the page over a few lines from the bottom. This 
centers the writing where the palm of the hand offers the 
firmest support. Turning the page with the right hand 
(the hand that is doing the writing) requires a little prac- 
tice. It is simple to turn it when the speaker halts for a 
moment; but, when he keeps on going and you have come 
to the bottom of the page, it will be necessary to carry the 
words in the mind, turn the page, and then write them 
down as quickly as possible. 

Throughout the dictation, try not to stand too rigidly, 
for the back of your legs may start to ache—and that takes 
vour mind off your writing! 
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Two LEVELS OF SHORTHAND SKILL. It is evident that the 
modern world needs two levels of shorthand skill—one foy 
ordinary dictation in the office, where consideration js 
shown the stenographer and where the words are simple 
and the speed but 100 words or so; and another capable 
of recording the fastest speaker, where no consideration of 
anv kind is shown the shorthand reporter and where the 
speed is so fast one is tempted to whistle in amazement. 

How else can it be? One can quickly learn to operate 
a camera and make a snapshot, but it takes a very different 
sort of ability and knowledge 


produce a fine photogr: ph. One can learn to pli tv marches 


plus time and practice—to 


and waltzes on the piano with only a modest outlay of 
cnergy and time, but what about pli ing pre ‘ludes, sonatas. 
and concertos? Oh, what work and energy must go into 
building the skill to reach a high level of achievement! 
Yes, two levels of achievement are to be found in short- 


hand, as there are photography, in piano plaving, in 


any other skill—the normal and the highly expert. 


Accurate h 
the one factor in shorthand of which we can never be 


HAZARD TO THE SHORTHAND WRITER. earing is 
100 per cent sure. The hazard of mishearing, therefore. 
is es biggest roadblock the 


and it can make the rendering of a perfect transcript a 


average secretary encounters, 


very 4 ird thing to realize. 

A basic rule to remember when vou cannot hear dis- 
tinctly is: Write down phonetically whatever you hear, 
reg ardless of how odd or impossible it sounds, and str: Light- 
en out the meaning when transcribing. You may need to 
be a word detective. .orthand 


writer develops one if he writes shorthand long enough) 


A good vocabulary (the sl 
will stand you in good stead to sort out the sounds and 
arrive at the correct word or words. Sometimes the right 
word just will not come to mind. In that case, 


your own will have to be substituted. 


a word of 
When the right 
word does come to mind, though (and you'll find that most 
of the time it does), what a ary feeling vou'll have! 

| would say I mishear regularly a 1 Presidential press 
conference. This is due partly to poor acoustics in the 
room and partly to the speed of the conversations. Some- 
times the speakers are to blame, however. Some are anxious 
others nervous. Some start coughing, others stutter. And 
some speak with cigarettes in their mouths and give no 
thought or consideration to the fact that someone is re- 
cording their words and would like to hear them distinctly. 

The President probably isn’t hearing any better than 
am, but he is only listening for the ideas and the sense of 
the question—not for every word. So it is easier for him 
to answer intelligently a question that has sounded garble dd 
to me. Sometimes it is not clear what words the questioner 
started out with until the question is almost finished. Later, 
but there is little 
time to ponder during a press conference. 


through context, it all becomes clear; 





Topay’s Secretary is pleased to present this new 
monthly feature authored by Jack Romagna, Official 
Reporter of The White House. Mr. Romagna has 
had the privilege of reporting for both President 
Roosevelt and President Truman. He is holder of the 
Gregg Diamond Medal for 200 words a minute in 
shorthand speed and won the First-Prize Trophy in 
the 1946 Annual Contest of the Order of Gregg Artists. 
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SHOPPING 


(Continued from page 43) 





ao 


Mechanical Typewriter Eraser. The 
[ypo-Raser” is one of the neatest tricks 


r erasing your “typos” that we've seen 





Shaped like 


fypo-Raser” holds a slim-pointed eraser 


a mechanical pen il, 


deft, letter-width 
Vhen the eraser wears down, you merely 


at assures erasures. 
ress the simple thumb-pin control and 

it down a notch Typo-Raser sells 
r $1: four refill erasers (here’s where 
four 
Orders can be sent to Studwell 
roducts Company, Grand Central P. O. 
x $55, New York. You'll particularly 
ke the smooth eraser; it is not too rough 
r carbons, vet it does a quick and thor- 
gh job on originals. 


a ae 
e long-range 


4 for 25¢. 


saving occurs) are 


What’s His Name? Personalize your boss 
d make it 
ents to keep his name in mind by sug- 
sting that he let you get him a desk 
meplate. Modern Sales Company, 210 
fth Avenue, New York, offers a good- 
king nameplate mounted on a_ block 

bof blonde or mahogany wood for $4.95, 
stpaid. Identified as the Raised-Letter 
\ameplate, it is made of solid metal 
vith a rich black stippled background; 
e raised letters are faced with a bright 
hrome-like finish. The nameplate accom- 

lates 21 spaces for lettering, punctua- 


easier for customers or 


} 


n, and spacing and can be had with an 
sel back for desks and counters or 
ith a flat back for doors or walls. 

Punch If one of the 


facets of vour many-sided job is main- 


and Reinforcer. 


ining a scrapbook of sales or advertis- 





Words 


Key to the teasers on page 23 


| CAPITALIZATION, Capitalize only 
| 3,6, 9, and 10. The others need only small 


tters. 


SOUND-ALIKES. 1. b; 2. b; 3. a; 
1b; 5. a; 6. b; 7. a; 8. az: 9. b: 10. b. 
IE or El? 1. chief; 2. deceive; 3. seize: 
1. heir; 5. freight; 6. forfeit; 7. fierce; 8. 
eiling; 9. weird; 10. brief. 
POSSESSIVES. 1. 
veeks’: (no apostrophe pS Me 
| boys’; 6. lady’s; 7. son-in-law’s; 8. butch- 
r's; 9. (no apostrophe ); 10. ladies’. 
WORD DIVISION. The only correct 
livisions are: 1. sepa-; 2. advan- or 
| idvanta-; 3. inter- or intercommunica-; 
_ 5. begin-; and 9. knowl-. The others 
| should not be divided. 





businessmen’s; 2. 


3. else’s; 4. 





ing data, youll appreciate the Target 
Punch-Reinforcer that will punch the 
holes for your loose-leaf binder and, at 
the same time, add the reinforcing tape 
so necessary to keep the pages intact. 
If desired, the machine can also be used 
as a simple punch, without reinforcement. 
For further information and supply source, 
write Stationers’ Supply Corporation, 82 
Wall Street, New York 8. The Target 
Punch-Reinforcer is available for either 
two or three-hole punching. 


Solution to a Sticky Problem. There’s 
a marvel that ends the muss and fuss of 
“stickums”’—it’s Glu-Pen. Glu-Pen looks 
like a large ball-point pen and works on 
much the same principle; only, when it 
is pressed, it releases a dot of a special 
fast-drving glue. Glu-Pen costs $2.95 and 





comes in a gold-foil package with two 
glue cartridges. Separate glue cartridge 
costs 75¢ and contains enough glue for 
over 5,000 dots. For the names of stores 
carrying Glu-Pen, write George S. Heine- 


—_——_——_ - 


9 






You ge 


man, 230 Fifth Avenue, New York 1. 
You'll find it handy for scrapbooks, ad- 
vertising layouts, all pasting jobs—and 
(here’s a new one on us) for saving space 
in your files by securing carbons to letters 
without staples or clips! 


Charts Made Easy. Does your boss go in 
for charts—charts to show sales increases 
(we hope they're market 
growth, etc.P You can be a whizz at 


increases ), 





mum 

snneet 

ereneerine 

sueeeeneauaranseenens = 
soneeesectnougoner 


Pe ——e 


TN 
ull 


) 


fixing up really professional-looking charts 
as easily as writing your own name. 
Chart-Pak, Inc., 104 Lincoln Avenue, 
Stamford, Connecticut, has “Pictographs” 








on tape. These are graph figures depicting 
men, women, children, stacks of coins, or 
stacks of bills. Other symbols are also 
available. Each symbol is repeat-printed 
on rolls of self-adhering tape, % inches 
wide and 300 inches long. They retail 
for $2.50 a roll. For additional informa- 
tion, write the manufacturer. 


UID= VIL 


dius love is like 

Buckeye Ri bbons and (arbons. 
Know why? 

+ a lift in living 

from both 


Irn almost two inches tall 


and \m yours Sor Telling 
people Uuoud like to own me. 
"I your desk and 
Weight down those papers. 
Ile Your friend and helper, 
just like youll find mu 


| . ~/ 
| Sit on 


MN y 





Buckeue Ribbons and Carbons | 


| 7213 St.Clair Ave. Cleveland 3, Ohio 
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Shouid™ be 


for you To 
I'm wanting you to 
me,lm almost two in 
lweigh all of five ov 
my 
me for a desk pal, 
you'll discover are 


" Buck eye Ki bbons 


7213 St.Clair Avenue, Cleveland 3, Ohio 


Know wh 
to work 5,.9¢, 
iS like meeting good 


Cause those two helpers, 
Buckeye Ribbons and Carbons, 


eople in a lelfer you want 
i: Just as 


EE, 


o1ng back 


ey vacation 
Friends ¢ 





at your desk waiting 
put them fo work/ 


ches Tall. 


| 
really want | 
nces. lel| | 


al Work pal 


and Carbons 





2 Snot 


fe 





@ “sight-level” 
convenience 


@ all-metal — 
one piece 

® neat, clean 
appearance 


The Liberty Copyholder puts all copy in 
full view, at correct angle for easy, efficient typing. 
Designed so it will hold even a heavy book 


vithout tipping 


Made of heavy gauge steel 


with soft grey finish. Size, 7” wide, 94” high, 


base. So low in cost ... you can afford 


one for every typist. 


ORDER NOW by mail if not available 


from your stationer. 


BANKERS BOX COMPANY 


Makers of Liberty Record Storage Products 


720 S. Dearborn Street + Chicago 5, Illinois 


OFFICE 
MACHINES 


DRY 


ae 





LEAR 


Use STENO-KIT 
NYLON BRISTLES — PLASTIC HANDLES 
@ TYPEMASTER Type Brush 


Cleans type without the mess of 
solvents. Nylon bristles easily cleaned 
with soap and water. 


HANDIMASTER Dusting Brush 


Reaches the hard-to-get-at places of 
all office machines. Permanently 
“locked in” bristles prevent machine 
jamming caused by loose bristles. 


STENOMASTER Eraser 


Equipped with brush for whisking 
erasure crumbs. Permanent unit, 
uses low-cost refills. 


At your stationer, or write Dept. TS 


Grushmakers, Tuc. 


529 So. 7th St, »« 








Minneapolis 15, Minn. 
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TESSIE ASKS 


(Continued from page 9) 





ee 


tell you that one exception is as 
follows: If a parenthetical element 
that is set off by dashes ends with 
an interrogation mark or an excla- 
mation point, that point of punctu- 


_ation may be retained before the 


second dash. Therefore, if you were 


| to say, “Our new model—and what 





a model it is!—will be placed on sale 
tomorrow, you would be perfectly 
justified in putting the exclamation 
point right next to the dash. 

TESSIE: What is the other ex- 
ception? 

HUTCHINSON: Well, when a 
dash precedes a credit line, a signa- 
ture, or a run-in heading, a period 
may precede the dash. An example 
of that is the sentence, “There never 





was a good war or a bad peace.— | 


Benjamin Franklin.” Keep in mind, 
however, that at all other times a 
dash is not used with any other 
mark of punctuation. 

TESSIE: And now a question for 
Dr. Lloyd. A Georgia girl writes 
that her employer is going to invest 
in an electric typewriter just for he: 
use, and she is afraid that she has 
too heavy a touch to switch from a 
manual to an electric. 

LLOYD: Tell the voung lady not 
to fear. After fifteen twenty 
hours of typing on an electric, her 
touch will change from a heavy one 
to a normal one. That is one of the 
magic things about using an elec- 
tric. 

TESSIE: Don't I know it—I just 
love ‘em! Here’s a legal question 
from Alma, in New York. It’s a sort 
of serious one, so I hope Dr. Rosen- 
berg has the answer both Alma and 
I are waiting for. Here’s the prob- 
lem: Alma left a temporary secre- 
tarial position to work for another 
firm when she was assured by her 
new employer that the position 
would last at least two years. She 
has now been informed, after only 
four months of employment, that 
because of a business slump her 
services will no longer be needed 
after the end of the month. Can she 
hold her employer to his original 
promise? 

ROSENBERG: Well, since Alma 
makes no mention of a written con- 
tract, Tessie, 'm afraid my answer 
will have to be no. Under the Stat- 


or 
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f Frauds, a contract that, by 
its terms, cannot be completed 
within one year must be in writing 
to be enforceable. 

TESSIE: Alma and I were afraid 
of that! Mrs. Strony, here’s a good 
me for you. A girl from Maryland 
wants to know if it’s permissible to 
“duplicate” the personal-data sheet 
that accompanies a typed letter of 
application. 

STRONY: It might be permis- 
sible, but it is certainly not con- 
sidered desirable. Type both the let- 
ter and the data sheet on good bond 
paper—it gives a personal touch. 
The duplicated form suggests that 
you are applying for many jobs. 

TESSIE: Here's another for Miss 
Hutchinson. An inquirer from Ten- 
wants to know which is 
“A minimum of forty-five 
credits is or are required for gradu- 
ition’? 

HUTCHINSON: Designations of 


weight, time, or any other measure- 


ute « 


nessee 


correct: 


nent are usually considered singu- 
lar, as a quantity is thought of as a 
init. Therefore, “forty-five credits” 
should be followed by is. 

TESSIE: And now, there’s just 
time to ask one more question be- 
fore we close our meeting for this 
month. Mrs. Strony, this question 
comes from a young lady who was 
recently dismissed from a_ steno- 
graphic job and told that her work 
was not satisfactory. She wants to 
know if this means she should try 
some other type of work? 

\IRS. STRONY: Not necessarily. 


some of the most successful people 


today were not successful on their 
irst jobs. It is how you “pick your- 
self up” that is important. If you 
want to be a good stenographer, 
you can be. Why wasn’t your work 
satisfactory? Was it messy? Was 
it inaccurate? Didn’t you get along 
with your fellow workers? Ask your- 
self why, and then do something 
about it. Just a few words of en- 
couragement the person who 
never makes mistakes is the per- 




















son who never does anything. Do | 


try, however, not to make the same 
mistake twice! 

TESSIE: Wonderful! And, by the 
way, dear secretaries, if you are 
making the same mistake twice, 
write us about your problem and 
let our experts help you with it. 
Until next month, then, meeting ad- 
journed! 











3. “Transcribing is a push-over. Every 
voice comes out crystal clear. The 

y TIME-MASTER’s Magic Ear is light as one 
of those new wing-back earrings. And it 
doesn’t muss my hair, either!” 


Make your job of more importance to yourself and yout 
hoss. Find out how the TIME-MASTER 


ular dictating machine— 


for your free copy of “Letter Perfect,” the 76-page 


secretarial handbook, today! 


“Dictaphone” is a registered trade-mark of Dictaphone Corporation. 


DICTAPHONE 


THE GREATEST NAME IN DICTATION 


Ohh... What the boss said about me! 


A 
I 


makes your work easier. Send 
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1. “Our new Dictaphone TIME-MASTER 
gave me the time to prove myself to the 
Boss. 
he said I handled it like a professional. 
He said all | needed was the time!” 


I took over some of his work and 


2. “The Boss lets the TIME-MASTER take 
over his dictating. No buzzing me away 
from work of more immediate impor- 
tance. With my work 
better and it’s lots easier now, too!” 


more time, is 





4. “I hear every word the Boss says; 
almost hear him thinking—on the Dicta- 
belt. That's TIME-MASTER’s easy-to-use 
plastic belt record. | simply transcribe 
it—then file, mail or throw it away!” 


world’s most pop- 


Dictaphone Corp., Dept.TS-9 
420 Lexington Ave., N. Y. 17, N.Y 





” 
Please send me my free copy of “Letter Perlect. 


Name— 


Company. 
Address 


City & Zone Se Se 


on 
a 
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